A layout model of RCA's Wall St. Electronic Processing Dat@ C@Ater. See page 37 
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| F-53508! 


Now dual printing is combined with fully automatic 
accounting! With Burroughs new smartly styled F-5000 
Dual Printing Accounting Machine, there are no extra 
operator decisions to make and no extra keys to punch. 
The machine prints identical figures—simultaneously 
—on two original records. Balances are automatic 
without key depression. And you get far greater 
flexibility to help you handle more accounting jobs 
faster. Here’s why: 


NEW SPEED: Faster printing time speeds machine 
operation, which is 100% automatic. 33-1/3% reduc- 


ues! INAUGURAL-- \ 
ws ‘ . on 
te THE Business Equipment Exposition 
vere NATIONAL GUARD ARMORY % 


WASHINGTON, 0.C. 


Burroughs Corporation 


“NEW DIMENSIONS /| in electronics and data processing systems” 
Use Readers’ Inquiry Coupon on Page 94 


tion of posting cycle shrinks work time considerably. 
NEW FLEXIBILITY: Dual printing is applicable to a 
wide range of jobs. Programming capacity is increased 
up to 100%. Memory capacity is fully utilized. 


Weigh these merits, together with the F-5000’s key- 
board input and 252 digit memory, against your 
accounting jobs—payables, receivables, payroll, ledger 
statement with distribution, and utility billing, to name 
just a few. For full details just phone our nearby branch 
office. Or write to Burroughs Corporation, Burroughs 
Division, Detroit 32, Michigan. 
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Long Distance cuts 


the costs of selling 


Your salesmen can cover more territory, see more prospects, 


ask for more orders—in the same amount of time 


Time is money—and it’s getting to be bigger money year by 
year. That’s why it’s important to pack additional selling into 
every salesman’s day. 


Already over half of the country’s leading sales managers encour- 
age their salesmen to use Long Distance as a timesaving sales 
tool—in these specific ways: 


Making appointments in advance. . . 
keeping in touch frequently between visits . . . 
reaching marginal prospects . . . 


direct selling right on the phone. 


Are you overlooking any of these ways to cut selling costs? If so, 
you're probably cheating yourself out of extra profit every day. 


LONG DISTANCE RATES ARE LOW 


Here are some examples: 


| | 

| | 

1 | 

| ! 

\ \ 

\ \ 

ly. | | 

a Buffalo to Cleveland ........ 75¢ 

, é 1 

ed 1 St. Paulto Chicago ........ $105 ! 
1 

Boston to Norfolk, Va... ..... $1 20 

y | Milwaukee to Philadelphia . ... . $150} 

1 : : ” ! 

ur | San Francisco to Detroit ...... $235 ! 
ser I 

Ao These are day rates, Station-to-Station, for the first three 

h | minutes. Add the 10% federal excise tax. ! 

| | 

c 4 4 


BELL TELEPHONE SYSTEM 


Long Distance pays off! Use it now... for all it’s worth! 


oe 


5 : >... ea aa ie) > a Sees ae sor: a ae 4 y. je Leg 
; a Pe lia ee 4 a: pene 7 j ae a Satie | a ees ee ees 
’ 5 ’ ; : ore .  ..  - - Bis 
| 
} 
H 
' } 
ee | 
' 
' 
| 
! 
ee 
' 
' 
| 
_ 
% GI SETS YE OE SE ENED EN RENEE Hie OES IES BEER Se EY SS % 
wt 
q 
| 
} 
ials 
NS 
TM GEAR 
fs e) 
ee i 
‘ vy, 
< po ee > apg sag wee ee = ; 4 an 5 a * ’ i See ey * Se ; ~ F i. ae —, S Y oo 
_.- 1 Sg Ve ‘ie i 2 | Boar al ae ee | Te a sr Aer i 
= ly q iors oa ia ae 7° f (Senet . cane ee < ee ee ee 
pe 2 *? See || °° a. (il, 
ee = 7 ee a 2 ’ a ae 7 roe -* Tas * >> Se a . 7 "i 


ELECTRIC TYPEWRITER 
COMPARISON CHART 


Corona 


Brand 
B 


Smith-Corona...the electric 
that challenges comparison 


Brand | Brand 
Cc 8) 


AUTOMATIC MARGINS 


(one-hand, one-step operat on) 


"4 


ON-OFF SIGNAL LIGHT 


ERROR CONTROL 


(eases corrections, line justification) 


PAGE GAGE 
(accurately indicates bottom margin) 


KEYBOARD SLOPE 


(its natural finger movement) 


CUSHIONED TOUCH 
(ends fingertip jar at stroke end) 


WORLD'S FASTEST 
ELECTRIC TYPEWRITER 


NINN NINN 


FASTEST PERFORMANCE! FINEST FEATURES! FIRST 
IN VALUE! Compare the Smith-Corona Electric Type- 
writer with the rest, and you’ll see why it’s rated 
best! Call your nearest Smith-Corona representative 
for a demonstration, and see the Smith-Corona 
Electric before you buy. 


Smith-Corona 


lectric 


Use Readers’ Inquiry Coupon on Page 94 
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in this issue: 


Army studies cast doubt on value of personality tests. . 
by Robert M. Smith 


Automatic programming—what does it offer, how does 
PE (aC sek esh40s oe edaeered ee baeoeee 
Prudential Insurance Company wins battle for right to 
sell variable annuity plans 


by Gerald Cook 


It’s all in the business form, company finds in modern- 
izing order processing system 


by R. W. Trattler 
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The Business Equipment Exposition—a preview of new 
products to be shown at Washington show... . 


Automation in the office 


Tools of the office series.....................05- 


This month: Intercommunications, dictating and 
transcribing equipment 


by John M. Sine 


Office design and furnishing..................... 
This month: Man-made materials 


by Mary Lyons 


Trends and forecast—1960 (Editorial) 


24 


26 


29 


THIS MONTH'S Automation in 
the Office story on page 37 deals 
with the lively competition de- 
veloping between IBM and RCA 
for the computer service busi- 
ness of the Wall St. area. On our 
cover, broker Ronello B. Lewis, 
E. F. Hutton & Co. partner, dis- 
plays a layout model of RCA’s 
Electronic Data Processing Cen- 
ter, to be installed this fall. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico and 
Cuba. Other countries $9 a year. Single copies 45c; Yearbook Issue $1. Copyright 
1959 by Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of 
Geyer’s Dealer Topics, Who Makes It and Where, and The Gift and Art Buyer. 
Please give 60 days’ notification of any change of your address. Re-entered as second 
class matter June 29, 1953, at the Post Office at New York, N. Y., under Act of 


March 3, 1879. 
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No waiting = 
for — i 


with 
the 
Jastest 
copying 
machine 
that 
anyone 
can 


Only “Thermo-Fax” Copying Machines do so many | 
Jobs...so quickly, so easily, for such low cost ! 


Here’s the quickest copying method of all. The simplest, too. Because 
it’s completely electric, your ‘“Thermo-Fax’’ Copying Machine is ready 
whenever you need it. No chemicals to bother with. No negative to 
make before getting a completely dry copy for instant use. 

s yee It’s so fast and easy that anyone can 
copy needed information in just 4 seconds. 
It’s so versatile that many also use it as 
a billing, accounting, addressing and 
labeling machine. To learn how it can 
speed your office systems at low cost, call 
your local dealer. Or mail the coupon. 


-++++]Ufinnesota ]finine ano ]fanuracturinc company.-.-- 
+++ WHERE RESEARCH IS THE KEY TO TOMORROW 


Minnesota Mining and Manufacturing Company 


| Thermo-Fax Dept. DBZ-99, St. Paul 6, Minnesota 


COPYING. ‘PRODUCTS Name _ i ee 
CoM init 
we 
THE TERM “THERMO-FAX Address_ me ene 
IS A REGISTERED TRADEMARK 
OF MINNESOTA MINING AND . 
MANUFACTURING COMPANY City_ Zone___State 


eeereereereereeeeeeeeeee ee 


eee eee eee eee EEE SSS HEHEHE HEHEHE EHEHEEHEH SHEESH H HEHEHE HEHEHHE HEHEHE HEHEHE HEHEHE EEE 


Econometric Institute uses 
computer to make forecasts 


The Econometric Institute, Inc. 
highlighted its 21st year of forecasting 
and analysis with the recent introduc- 
tion of its electronic Model of the 
United States Economy. A_ special 
demonstration of the Model was held 
in New York at the Data Processing 
Center of the Service Bureau Corpora- 
tion, a subsidiary of International 
Business Machines Corporation. 

The Institute, a consulting firm for 
the measurement of economic trends, 
prepares econometric studies from cur- 
rent, private and public economic and 
financial data and publishes weekly 
and monthly forecasts of several in- 
dustries. 

At the demonstration, Peter W. 
Hoguet, Institute president, declared: 
“This is the first time that such 
quarterly forecasts have been pro- 
duced on an integrated electronic 
Model of the United States Economy. 
The IBM 650 computer makes pos- 
sible intricate calculations in a rela- 
tively short period of time, which 
formerly required weeks. This new 
development also means earlier avail- 
ability to business and finance of ex- 
pertly processed data and forecasts.” 

During the demonstration, sample 
forecasts on a quarterly basis for the 
balance of the year and for 1960 were 
run and distributed. In a detailed fore- 
cast of the automobile industry, the 
Institute predicted six and one-half 
million car sales in 1960. The forecast 
for steel production for 1960 is for a 
record year of 125 million tons, an 
increase of eight million tons over 
1959. 

The Institute also answered a ques- 
tion as to the duration of the current 
economic boom. It foresees another 
recession in the next two or three years 
but refused to forecast the timing of it. 

Dr. Colin Clark, Institute director 
of research, described the use of the 
Model in forecasting, stating: “The 
Model contains some 80 equations, 29 
of which are behavioral and are based 
on items which the Institute believes 
are functions of the economy which it 
forecasts.” 

Robert C. Geary, president of the 
International Statistical Institute, cur- 
rently at the United Nations as direc- 
tor of the National Product Statistics 
Division said that “the use of an in- 
tegrated Model of the United States 
Economy constituted a major step for- 
ward in the field of econometrics.” 
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Dis 


Let us buy you your first box of 
~ Kunwipes 


DISPOSABLE WIPERS 


Try Kimwipes at our expense! See for yourself how many 
office clean-up jobs they do! See how they outperform 
cloths! Send coupon below for FREE samples! 

Smart office managers specify Kimwipes disposable 
wipers because they’re economical. And you'll find they 
clean better, clean faster. They also wipe out laundry 
bills, rag collecting and pilferage. And Kimwipes are always 


By the makers of KLEENEX® tissues... 


KIMBERLY-CLARK CORPORATION 


NEENAH, WISCONSIN 


handy in pop-up cartons or wall dispensers. 

Use Kimwipes for the care and maintenance of all office 
machinery, especially printing and duplicating equipment. 
Kimwipes can be used with all solvents including water, 
for cleaning multiliths, mimeographs, Ditto machines and 
the like. Try them, too, for dusting, furniture polishing 
and general office housekeeping. 


Kimberly-Clark Corporation, Dept. OM-99, Neenah, Wisconsin 


0 Please send me my FREE box of Kimwipes disposable wipers. 


CL) I would like to see a Comparison Demonstration. 
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ITS ALWAYS 


READY TO WRITE! 


Mong i 


No more clogged, dry pens! 


If you’re tired of trying to sign your mail with a penful of 
paint-thick ink...or a pen that seems never to have any ink 
at all...then you’re ready for an Esterbrook 444. 


The 444 holds six months’ supply of ink...seals it against 
thickening and evaporation! It’s the only desk set that does! 


Every dip of the point gives you 500 words worth of ink 
... writable ink, never thick or gummy! 


And the point? It’ll be your kind...custom-made for the 
way you write. There are 32 Esterbrook points to choose from. 


Aren't you about ready for a desk set that’s always ready 
to write? Esterbrook 444 is only $4.50 in Executive Black or 


handsome colors. 


Magic Meter in spill-proof Feed-Matic* 
base feeds just the right amount of ink 
to the pen instantly at a touch of the 
point. Never clogs. Fingers stay clean. 


Gsterbwok 44 


L| & 
ty ] y 


2284 1550 9668 9788 


32 precision points to choose from. 
Each numbered for sure identification. 
One is exactly right for you. 60¢ re- 
places damaged point. *TRADEMARK 


Desk Set with 
Feed-matic Base 


Use Readers’ Inquiry Coupon on Page 94 


Foreign executives to visit 
National Business Show 

A group of top business manage. 
ment executives from Europe, Asia, 
Africa and South America are sched- 
uled to visit the 1959 National Busi- 
ness Show in New York, October 
17-31. The visit is planned as part of 
a tour set up by Pan American World 
Airways and Touramerica. 

The foreign businessmen, in addi- 
tion to taking in the show, will be 
shown a number of business manage- 
ment operations in firms in New York, 
Philadelphia, Washington and Chi- 
cago. During their tour of the Ameri- 
can cities they will be guests of the 
Office Executives Association of New 
York, the National Office Manage- 
ment Association, the Washington 
Board of Trade and the Office Man- 
agement Association of Chicago. 

The group will have a glimpse of 
American techniques on accounting, 
records administration, credit check- 
ing, personnel procedures and training, 
typing pools and network dictation, 
stock records, reproduction facilities, 
and other business procedures. Their 


tour of the National Business Show > 


will acquaint the visitors with the 
latest equipment, machines and serv- 
ices of hundreds of companies in the 
office equipment industry. 


Survey shows rise of office 
salaries in Chicago area 

The average weekly salaries of non- 
supervisory office employees in the 
Chicago area rose from $74.85 to 
$77.04 during the six-month period 
from Oct. 1958 to April of this year. 
This was reported in the semi-annual 
Salary Survey of Chicago Non-Super- 
visory Personnel conducted by the Of- 
fice Management Association of that 
city. 

The 221 reporting firms include 
banking, insurance, manufacturing, re- 
tail and service industries. Office em- 
ployees in these firms total 97,110. 
The 44 job classifications covered by 
the survey include 32,917 of these 
employees. 

According to the survey, the ratio 
of female employees to the total num- 
ber of office employees increased .27 
per cent. The ratio now stands at 52.96 
per cent. Forty-four per cent of the 
firms grant six paid holidays a year, 
31 per cent report seven and 25 per 
cent report eight or more paid holi- 
days a year. Unionized clerical staffs 
are reported by seven companies. 
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*New York Dept. of Commerce “Small Business Bulletin” No. 5 


“ New DITTO office duplicators help you 


Ditto Direct Process (spirit) duplicators can turn out 120 copies a 
minute on any weight paper from 16 pounds to card stock—up to 5 
colors at a time on any size paper from 3” x5" to 18” x14". 


Ditto 


. the helping hand for modern business® 


SEPTEMBER 1959 


bring this profit thief under control fast! 


DITTO Direct Process (spirit) or Offset duplicators cut costs and 
increase savings in two ways—by speeding up paper work and 
improving communications. The result can be hundreds, and even 
thousands, of dollars in paper-work savings every year! There’s no 
end to the versatility, ability and economy of DITTO office 
duplicators. Used alone, or with a DITTO one-writing system, they 
can put a rapid halt to paper work waste in your office. Mail the 
coupon below for complete information. 


DITTO, INC. — 6840 McCormick Rd., Chicago 45, Ill. 
Gentlemen: Please send me the following, at no obligation: 

© Complete facts on DITTO line of quality office duplicating machines 
0 Additional information on DITTO ONE-WRITING SYSTEMS 


Name, title 


Firm 


Address 


City Zone State 
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Pioneering since 1952— 


Since the appearance of the first discussion on the subject of 
Automation in the Office in the August issue of 1952, OFFICE 
MANAGEMENT has published articles on Automation on a 
regular basis to keep the office abreast of everything new on 


this modern technique. Here are some typical ones: 


JANUARY, 1958 
How to prepare an office for a com- 
puter installation 
FEBRUARY, 1958 
Basic steps in programming a computer 
for a single operation 
by Ben Conway 
JUNE, 1958 
Why small companies may need auto- 
mation even more than larger concerns 
by Robert M. Smith 
JULY 1958 
Why small companies need automation 
even more than larger concerns 
Part 2 Equipment for “Automation in 
the Office” 


AUGUST 1958 
Why small companies need automation 
even more than larger concerns. (Con- 
clusion) 
SEPTEMBER 1958 
The role of automation in freeing man- 
agers for more creative work. 
OCTOBER 1958 
Why new computer coding techniques 
may accelerate pace of office automa- 
tion — by Robert M. Smith 
JANUARY 1959 (Yearbook Issue) 
Effects of recession still felt in current 
trends in automation 

by Robert M. Smith 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new 
systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment into an overall operation. 
Importantly, while it can and does employ the latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental type of machines and equipment. Equipment presently 


in use in every modern office in America can be gear 


another to Automation. 


in one way or 


As new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


The Magazine for Management Executives — Since 1940 


212 Fifth Avenue 


New York 10, N. Y. 


A Geyer-McAllister Publication 


10 


In Short— 


New stock exchange for smaller tirms 
being planned by mercantile group 

Plans for the organization of a 
third national stock exchange in New 
York have been announced by the 
New York Mercantile Exchange. The 
projected exchange will be primarily 
devoted to listing the securities of 
newer, smaller corporations. 

John W. Clagett, executive direc- 
tor of the Exchange, announced that 
the group is accepting letters of in- 
tention to list their securities from 
interested corporations. Formal appli- 
cation for approval to the Securities 
and Exchange Commission will then 
be made. 


1,000 executives expected to attend 
AMA Fall Personnel Conference 

More than 1,000 personnel execu- 
tives are expected to attend the Amer- 
ican Management Association’s Fall 
Personnel Conference, Sept. 21-23, at 
the Hotel Astor in New York. Theme 
of the meeting will be how to in- 
crease productivity through sound per- 
sonnel management. The first of 
AMA's conferences for the 1959-60 
fiscal year, it will be followed by the 
Marketing Division's annual forecast- 
ing meeting Sept. 28-30 at the Bilt- 
more Hotel in New York. The ses- 
sions will probe the economic, legal 
and financial factors affecting forecast- 
ing. 


Business forms sales show gain 
of 13 per cent over last year 

Sales of business forms in the first 
six months of 1959 show a gain of 13 
per cent in dollar volume over the 
same period of 1958, according to a 
recent report of the Business Forms 
Institute. The report was based on a 
survey of representative manufacturers 
of manifold business forms. 

The Institute, a national trade asso- 
ciation, predicts that sales in 1959 will 
top the $350,000,000 total of last year. 


Senator Randolph to keynote 
NOMA Area 2 Conference 

United States Senator Jennings Ran- 
dolph of West Virginia will be the 
keynote speaker at the National Office 
Management Association Area 2 con- 
ference in Atlantic City, Oct. 9-10, it 
was announced recently. 

The theme of the conference will be 


(To page 12) 
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THE STROMBERG TRANSACTER SYSTEM 


FOR INDUSTRIAL DATA COLLECTION 


Until the development of the STROMBERG TRANSAC- 
TER Data Communications System, industrial data gath- 
ering and transmission was a relatively primitive opera- 
tion completely dependent on manual recording and 
delivery, and subject to human fallibility every step of 
the way. The methods and techniques lagged far behind 
the speed, accuracy and efficiency of electronic machines 
widely used in data processing. 

Now, however. Stromberg Time Corporation has devel- 
oped, installed. and proved under actual operating 
conditions an electronic system which gathers industrial 
data at the factory department location, transmits it to 
the processing center and compiles it on universally 
machineable paper tapes. It provides the heretofore 
“missing link” in industrial data processing. The entire 
operation, from factory departments through compila- 
tion, now takes only seconds — even when multiple 
stations are involved. 


*Trademark of Stromberg Time Corporation. 


- 


Simply stated, the TRANSACTER SYSTEM is the first 
successful data collection system designed specifically for 
use in the factory. It obviates the necessity for intervening 
paper work and clerical operations between widely scat- 
tered data sources and a central processing office. 


Compilation of management reports that has heretofore 
taken days — even weeks — can now be fully accom- 
lished i inutes! Producti d inv ] | 
plished in minutes: roduction and inventory control, 
job costing, receipt and shipment, on-line communication, 
job order recording — these are just a representative 
few of the scores of potential assignments for the 


TRANSACTER SYSTEM in modern industry. 


Complete information concerning the Transacter System 
may be obtained from Stromberg Time Corporation at 
Thomaston, Connecticut, or from any of its Sales and 
Service Offices in the U. S. A. 


SEPTEMBER 1959 


INPUT MEDIA for the Trans- 
acter System are pre-punched 
cards or tags containing infor- 
mation obtained as a by-product 
of a preparatory function, or 
from master files of repetitive 
information. 


The TRANSACTER (Transac- 
tion Transmitter) accepts input 
media and automatically trans- 
mits a composite message made 
up of fixed and variable infor- 
mation to a_centrally-located 
Compiler. 


The COMPILER (Receiver- 
Recorder) accepts messages 
from remote Transacter stations 
and synchronously records them 
in programmed sequence on 
paper tape at a speed of 60 
characters per second. 


THE OUTPUT TAPE is suit- 
able for direct input into com- 
munications systems, automatic 
typewriters, tape-to-card con- 
verters for tabulating equip- 
ment, or electronic data-proc- 
essing equipment. 


THE SYSTEM THAT MAKES IT POSSIBLE FOR PEOPLE TO SPEAK TO MACHINES 


The TRANSACTER SYSTEM will be demonstrated at: THE Business Equipment Exposition, Washington, D. C., Septemb 
Systems & Procedures Association, Toronto, October 12-14; Controllers Institute Conference, Pittsburgh, October 25-28, 


DE 


TIME CORPORATION 


makers of the world’s finest time equipment 


Thomaston, Connecticut 


SUBSIDIARY OF GENERAL TIME CORPORATION 
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BETTER PROOCUCTS... 


TO BETTER BUSINESS 


1742 N. Paulina Street, Chicago 22, Illinois 


Gentlemen, We don’t use the abacus in our office. I’m more inter- 
ested in how your machine compares with other 10-key 
listing machines. 

Is it true that the Comptograph costs less—yet adds, 
subtracts and multiplies up to 30% faster... with 
single-register, double-register, and wide carriage mod- 
els to fit all needs? If so, send the information to: 


Firm 
Address 
City 


ee en 


(From page 10) 


“Novamation—Developing the Scien- 
tific Concept of Office Automation.” 
NOMA Area 2 consists of chapters in 
Philadelphia, New York, Wilkes Barre, 
Scranton, Albany, Newark, Long Island, 
Southern New Jersey, Westchester and 
Trenton. 


New York Records Management Assn. 
elects officers at annual meeting 


Mrs. Theresa M. Burke was elected 
president of the Records Management 
Association of New York, at the re- 
cent annual meeting of the organiza- 
tion. Mrs. Burke operates the Theresa 
M. Burke Employment Agency. Other 
officers chosen were: Mrs. Helen §. 
Linkfeld, Standard and Poor’s Corpo- 
ration, executive vice-president; Mrs. 
Marjorie Haddox, Benton and Bowles, 
Inc., vice-president; Miss Jane B. Cole, 
Fish, Richardson and Neave, recording 
secretary; Miss Josephine Slevin, At- 
lantic Mutual Insurance Co., corre- 
sponding secretary; Miss G. Clara 
D’Angio, McCampbell and Co., Inc., 
treasurer and Miss Gales S. Daggett, 
West Penn Electric Co., financial sec- 
retary. 


| Books and Pamphlets 


ANALYZING AND IMPROVING 
MARKETING PERFORMANCE. 


American Management Association, 
1515 Broadway, New York 36. AMA 
Report #32. 139 pages. $3.75/AMA 
members $2.50. In this report leading 
companies show how they now use 
marketing audit techniques to realisti- 
cally analyze the marketing function 
and improve marketing performance. 
Methods of appraising the company’s 
markets, products, competition, and 
sales force are described by executives 
of these organizations. Other papers 
discuss the nature and significance of 
the marketing audit as a basic market- 
ing tool. Specialists show how to 
evaluate product-line policy,  sales- 
men’s compensation plans, and other 
aspects of marketing. 


RECORDS RETENTION, by Wil- 
liam Mitchell. 48 pages. Ellsworth 
Publishing Co., 314 Newcastle Road, 
Syracuse 4, N.Y. Price $5. This book 
is a handy guide for business organiza- 
tions interested in disposing of old 


(To page 16) 
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Massachusetts Mutual speeds paperwork duplicating, saves 
thousands of dollars yearly with XeroX°® copying equipment 


Three years ago Massachusetts Mutual 
life Insurance Company, one of the 
largest life insurance companies in 
the United States, installed XeroX 
ppying equipment to speed its paper- 
work duplicating. 

Since then, the company has made 
ubstantial savings in the xerographic 
peparation of offset paper masters 
fom which multiple copies of bulle- 
is, statements, reports, memos, and 
bany other items are run off on an 
ilset duplicator. 

The ultimate purchase price of the 


XeroX equipment (reduced through 
applied rentals) has been completely 
written off, and the cost of acquisition 
has been more than recovered from 
savings made. 

Equally gratifying are the time sav- 
ings. Conventional reproduction meth- 
ods used formerly required 45 minutes 
per negative. Now, xerography, wher- 
ever used, prepares a completely dry 
master in four minutes. 

Xerography can help you, too. Write 
for proof-of-performance folders show- 
ing how companies of all kinds and 
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REPRODUCING «© bulletins « reports « manual changes «+ statements « memos 
address changes « many others 


sizes are speeding paperwork and sav- 
ing thousands of dollars yearly by 
xerography. HaLot Xerox Inc., 59- 
248X% Haloid St., Rochester 3, N. Y. 
Branch offices in principal U. S. and 
Canadian cities. Overseas: Rank Xerox 
Ltd., London. 


HALOID 
XEROX 


g sat : —eteae Eh ee . 3.3 et ee m os" a *j 3 } 3 eee » 
Rake ae: iC cee ay ye 2 og eee wy oe oo : ees te ie |. a ang Sly Migs Bi -— oo ee Sy 
; sa i % . at fe Mae Stal) oF Bs 
‘ > a ae I a ee ae eae ae iC tee =: fe a Oe 
— [_ PO" Qa en ee ee | 
- 2 | Qe,  ~§~F  . Po 
D aes. = aia ey 4 : — ae , ee ee a oeeae “a 
: 2% Wes Pa 5 pte 5 ; Hie > _ , " at P i 1 yt: 2 ae ih es ai ae a si 3 
8 pr iy et #: ba a . 4 n de ae r. 
- le Male. sen 4 aie 34 ms ag ae ‘ seh Cae ake i 4 
Sa ee a id eee | eg ee 
| i ; i a weg } 5a . : ie il Ws ney a : 
, > ¥ a ad < a: ee ee i &: Aes ae ‘pt ee 
x “Saw ae on a x Et. " a ee ve 3 A "ait 
1 aed ae a Sees 2 e ." a ts, 54 ie F iy Ss ree 
a Se as + ; _— if ee AP tes | a Lea 
Rie i ¢ 5 aan 7” Be eo ee 
ae Segue. : cae By. ie: ee 3 ie Sa A heme ee 
: Ly: eS aa ? > vie Pia FS. er - ys an “ 
vera) “ howe Pe. a + t is ¢ oe aA Th 7a See py ie ‘ eeu, ie eo. ” 
« ie - : 2 + eo  S i ee Oe oe 
. oe a x 2 ee ew A ee 
= , ee = = 9 2 watt. e a aE 
; ey ' Se Page ke ee 
t i ee | ; a esl. a ee |.. ae 5 ee ST ete eee | ae 
Sesctgiie | ae ’ ; : el al a oe Sa Pee Pre S Sees 
: ‘ > a f ke ae a les: J . v Te a “~ E> ine j ‘ 
i; ee a i a ie es | fle ed ee tes . 
. Ks ee + oi Bere +S ae ‘ 18 a ; eae ie 52 ies SS See 
L “fe : ee <a > oe tit ae Bal Bas _— Eb ee a 4 ise Be 
; % cs 4 % sa at ie ee a in ne. 2 “i Bal : iat A, ’ ai *. ae 4 & oi fr oa : 
2 ee % Se : FS Ao - i a iB i a a ee if do" \ Phe | ry +. Met ee Aan ; 
: “. ” ' a cee : P s E = i : a i a oe 4 “ i 4st a & Gi ae a 
. ! ay ie ee Si tts ear ge ~~ F } . i a a : ee a a: ieee ree ; 
Ree ae ae Sea “ ak ae we Siac: ae ee es “ is 
; y a ae i _ es ae a oie Fy > ee =. pic i 7 if PE 
— - oo) Sie iy in erography us render — 
, ie, , ee BY. ah = Pa iE m a ia > | | re . ‘ >.< re 
te i - 3 ¢ ee a Ae 4 in _ better service at lower cost.” 
, + Jags, Kae ee ; rey wy a i Be ce) it ij a ; - sale ON iS ie ie , a 
Le amt a. - » ‘3 a Pa wa | i Te de ae o 
! rn | —— a 7 9 |||, | 4 RRRBACH 
| BP * ng @ 3 aoe ‘ x) fo m. A ia | a f ee i, il ore 
, # ; 2 | 7 a ial eta s ; Eas smt| |! * Company i es om aa 
— “és a hd ae ei: g* Tet oe ae $a a . | ae ay 
a i a te a 4 ee Ay i ae | a, ee we P) ae 
oa * q Pi " ie a ? s ye = ot his - ¥ a ao 4 
aS ‘ ‘ oo, he : 1 2 # 3 ee a Fu toy 6 YT a a . ne 
; : 2a . AL : ie -< : Me igs ee cam I ie ea 
> eee ee || a —- J. ae 
i ia a |) a ae 
cee Re ; ._ = A q — = : | oy; = ; ete i i 
i 2 | = : ; . Seo be £ me! | a “ ‘ ae = x te eet 
j ; ‘ “ar ae ae i. ft an). Lens ee 3 “ae oe es c i i 
a atlas 4 Hs | bk ee ba P fd | Sa a + tes ieee GA ar 
os a S = a: gs * 2 dil = a a 
te an rs ; ae i ut jn a eee ie ee cs 
te: oe 2 a = ¥ aah oe sf ate 73 fo Le wi, 
Nts at? 4 _ 2 7 » Fe en jah a ie F ae 3 
a al wee UL re ee 
re ee a eA eit! pe se ie ‘ ning [* ie: sg si } 
: ee 4 ; : oa ." oe Bet. va ° 
cee 2 + ‘ & _ i —_ ; 
“ee SA AR. j 6) Pome —_—-. a 
‘ 
a 
4 
eC 
me Re og ie 4g i a i ; i 2 a ale P So ie 
. } bia) he _ . 3 : ie 3 a FS S ; ce iP n Ss i. - i ‘ i a F ™ rt Be a E ian A 4 z “ — 
“i 2 is Ni a : , : eke. : Mills : ’ : =? a a a ie : 
— > wily siniets ie ry a ; .-— glia ° ae ae | | ba es > ere a 4 


TOOLS 


OF THE OFFICE 


- PRODUCT 


NEWS 


ea 


PERSONNEL 


ar 


| \ 


CATALOGS 


For Men Who Do 
the Planning  —!- 
For America’s TRENDS 

Offices... FORECAST | 


ISSUE 


JANUARY 


The January | i960 
1960 


AN ANNUAL TRADITION — POINTEDLY NAMED 


Office Management’s January issue is the traditional long-range planning 
guide for management executives concerned with office administration. 
In the past it was referred to as the Yearbook. To designate its purpose 
and content more pointedly, it will be called the TRENDS and FORE- 
CAST issue, beginning with January 1960 — which is exactly what it is. 


AUTHENTIC DATA FOR DECISION MAKERS 


The January issue’s exhaustive analyses and authoritative forecasts have 
been acclaimed, reprinted and used as blueprints for long-range planning 
in America’s largest offices. Every subject that concerns efficient, progres- 
sive office administration, illustrated on the right, is departmentally cov- 
ered in the January issue. 


The nation’s office expansion program is entering a new dynamic phase. 
How will your product fit into the new office concept — in its design, 
furnishing or operation? The atmosphere of the January 1960 TRENDS 
and FORECAST issue of Office Management is ideal for your product 
story! You will help management executives in their planning — and 
you will help yourself by your adequate presentation, appropriately posi- 
tioned for maximum impact. In addition to the more than 31,500 ABC 
paid — there will be a bonus distribution of an extra 2,500 copies. 


The January 1960 issue will take long and meticulous planning. Consult 
with your advertising agency now — and arrange to include this vital 
issue in your 1960 advertising program. 


Closing Date for reservations and set copy December 1 — 
For complete plates December 7 


te, The Magazine for Management Executives 
‘@: 212 Fifth Avenue New York 10, N. Y. 
, Published by Geyer-McAllister Publications 
Publishers Since 1877 
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Plans become ‘‘Jobs-in-Work” quicker | 
. when MAC supplies the Control Panels! 


1:00 P.M. WEDNESDAY: Phnels wired 


Thousands of TAB installations now use MAC Control Panels because: 


Orders shipped same day they're received. 
Frames of aluminum-lightness, in alloys that 
give near-steel strength. 

Metal edges buffed satiny-smooth to eliminate 
cuts and splinters in handling. 

Closer tolerances at joints of machined parts 
for greater sturdiness, surer fit. 

Polished, non-smudging finish on all frames. 
Standard covers of aluminum for additional 
lightness. 

A 402-3 Self-Contacting (jack-less) Panel, 
which offers new advantages. 

Unconditionally guaranteed. 


No Excise Tax when you 
buy MAC Panels or Wires! 


WRITE FOR ADDITIONAL INFORMATION OR CALL YOUR MAC REPRESENTATIVE TODAY! 
Use Readers’ Inquiry Coupon on Page 94 
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9:00 A.M. THURSDAY: Rush job in work 


General Offices: High Point, North Carolina 
West Coast Office and Warehouse: 
San Francisco, California 


15 


ae ak em a ; &, So ae SOE we a eee CO ee aoe > = eee a 
- . ps baie 8 3 % = ge a. “Wins Ye . a ees ae i | a 7 a. — oa e e ew —— 2 ia 7 
re | 
i. 
a 7 : ys 
igte a... ° a ° wae 
8 % 88 sa i % 
43 « ? s ef 
‘ee : # EY \ : 
2 = : eo \ 
z wt é Al f : 
= j 
: . as f ’ ‘ ; 2. 4 . . 
i Pe é a. ; A f. 7 A i we é < @ F ir 
Fs 2 $ ct At ae , <<? . po ; : Ce 
3 a ; a ry r Ye. “ e. - a 
—re es a oe 
ol es a ¥ ‘es , 
- ats = ig ees 
a ) y <~ Foe 
. — “% —, Be : | 
CP Me OR CER ds Hy nee ie F , es a. £. hing it ‘ 
10:00 A.M. MONDAY: . MAC Panels ordered _ 10:00 A.M. WEDNESDAY: Panels delivered , 
ie ez o 4 ae 2 aia Z ‘ = Boos: ss wey ' =a } | 
- : | ae i a st _ 2 ’ ai Fd 
; Boe q o ae ae - " gee) [= * a | Fae « : esd P . : j | 
eg a = ” os a 4 Al 5% j | 
me ey ae 2 : - fr a : 
oe fia De i 
3s“) ne Ps ee ans o * ee ‘. : Git; ‘ ~ j | Re 
a ae | te Fe ee fa. eS : | 
a J Se - & RR aT j * Na , fry x Ww | 
% ks aa ee pdt : \ a © ' 5 
* Py. ee KZ f : be ‘ote ’ : aor \ 
a es a Aten © < vy aie feet - 4 * ; meine Ae = ed P rh ae oe 3 : 
Se  auaes Vee <P * ‘ 4 na oe, are 
» BY as st Ww : 4 be AD . PF » = ++ 3 Pt aay eee Ts : . ge 4 P 
Sa \ - 6 1 tee + . eS th ao i ‘ 
A i S) pp. cr ft - hut x yp ee : j a a. Oe 4 3 = gue q 
ARS ; fat <i " ‘~S Ae 7s é ibe: ; 
Sapo.” Me ium ee SE . | ees aa . 
we ad x <a s | 3 ; Fa | l= =. : 
*. 7 4 .- ‘ Ss 4 r . z ea S = 
. of 2% = ek — th er oe — ie 
jy Ay wer — Mi ls i wee : a : Po ig: 
° | 
e a as 
—————<— . 
pm a PBs é 
e a rt ESS: Sey ; 
FETS a : 
e ‘eM a ccs 
LN // PANEL / , 
& fe nui: " 
F asta cient” ple cnet , 
Company 
e a 
. re 
Po 7 
ee i 
a : . t 3 a . 
a Pat — =) re ae : , . koe >) ~. 3 . 4 we 
>) a oe Sears pie = ar I ' ae | Rie Oke “2 ae : :-) a a ae ae ts int 
—-— Se fae a | Bh aie 
ion a tc Bin et oan) mere : Dees a a oe ™ ae - | a ae cs : a ee 
ae: ; rey ee “take Sera! or4 oe 1a | | bine << , ae he Ais 4 a 
Ds | ar —— see aR wate) =, ” a ee, ee a ae Af ae 


a 
completely 
new 

office 
photocopy 
process... 
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Peerless Photo Products, Inc. t 
Shoreham, Long Island, New York | 
Gentlemen: | 

Please send me information about QUICK SILVER, the | 
completely new office photocopy process which: i 
1. makes unlimited copies of superior quality from one | 

negative. | 
2. makes right-reading copies in one-sheet operation. ' 
3. eliminates peel-apart and throw-away sheet. | 

can be adapted to any office copy equipment. ! 
5. cuts cost, time and labor. ‘ 
NAME a TITLE e fi 
|) ee =i 
an eileen — | 
city patieeaies ———— ll i 
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(From page 12) 


records without violating federal and 
state laws. The various states and the 
different federal agencies have statutes 
and regulations which require the re- 
tention of business records for vary- 
ing lengths of time. Mr. Mitchell's 
book provides schedules of these regu- 
lations and offers an interpretation of 
them. The author is Senior Systems 
Analyst with Sylvania Electric Prod- 
ucts. 


COLOR PLANNING FOR _ BUSI- 
NESS AND INDUSTRY, by Howard 
Ketcham. 274 pages. Harper and 
Brothers, 49 East 33 Street, New York. 
Price $5.95. Here is an outstanding 


guide on the use of color for business- 


men in every field. Written by a 
leading authority on color and 
lighting, it contains a wealth of in- 
formation on how to use color to 
increase sales, improve efficiency and 
attract greater attention to a com- 
pany’s products. The author traces 
the history of the uses of color from 
Stone Age man to the modern 
American supermarket. Hundreds of 
case histories and eight pages of full- 
color reveal how color improves 
safety, builds a company’s prestige 
and adds zest to advertising. Mr. 
Ketcham, who has originated color 
plans for automobiles, fountain pens, 
telephones and toothbrushes, writes: 
“Creative color engineering is the 
ability and art of increasing the im- 
pulse appeal of a product. It is the 
intangible which, when well en- 
gineered, creates visual and _ lasting 
satisfaction with the merchandise, 
product or environment.” 


THE OFFICE SUPERVISOR, by 
Henry E. Niles, Mary Cushing Niles 
and James C. Stephens. 307 pages. 
John Wiley and Sons, Inc., 440 
Fourth Ave. New York 16. Price 
$5.95 Thoroughly revised by the 
original authors, this is the third edi- 
tion of a book which was first pub- 
lished in 1935. It is designed to give 
the office supervisor an understand- 
ing of the nature of supervision and 
a comprehensive view of what is 
required of him. Based on conferences 
with hundreds of supervisors, on 
practical experience and wide scholar- 
ship, the authors present an _ inte- 
grated picture of organization and 
human relations. The revisions have 
brought the original work up to date. 
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UARANTEED BY THE ] 
WRITING ROYAL —~ WORLDS NO 1 TYPEWRITER 
ROYAL McBLt CORPORATION, PORT CHESTER ® ¥ 


e ¢ 


vi WON’T SMUDGE | 
\ | 


/ 


Let Mr. Roy Type show you how... 
one carbon paper solves three problems 


1. Slipping—eliminated by Roytronic’s non-slip coating For Free Sample, telephone Mr. Roy Type at the local 
... now you can make nine or more carbons without slip- Roytype office or send the coupon, with your company 
ing—even in fast acting electric typewriters. letterhead, to his home office. 

2. Curling—eliminated by Roytronic’s new plastic back- 

ing... stays straight and flat regardless of temperature ® carbon papers, ribbons, quality 

or humidity. Work goes faster and no copies are spoiled ROYTYPE supplies for all business machines 


by accidentally curled carbon paper. a 


3. Smudging— eliminated by Roytronic’s new ink for- World’s Largest Manufacturer of Typewriters. 

mula containing imported Carnauba wax. No more 

“treeing,’’ roller marks or other smudges. ial taney as aan Sa alg aia ah ia Semi eA Satin lata a ac 
paper that eliminates the three common carbon problems MR. ROY TYPE, c/o Royal McBee Corporation, 
—ROYTRONIC®. 4 Department N, Port Chester, New York 


: 0 Send me FREE samples of new ROYTRONIC Carbon Paper. 


did you know... 


0 Say, what’s this about Roytype Creamee, a hand lotion for 


; > 3 : : 
that Roytype makes over 1,000 different kinds of ofice wes? Pines cond information shout i. 
typewriter and tabulator ribbons? To be sure you're 

using the right one for the kind of work you do, talk Your Name 


it over with the Roytype Representative who calls on 


you. He’s studied all office jobs thoroughly. His 3 Firm Name 


knowledge can be a big help to you. Use it! We . saaneita 
rs ree’ 
“THE BEST MAN TO DO BUSINESS WITH IS (4 e 


THE MAN WHO KNOWS HIS BUSINESS” : City. Zone. State. 
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Two hundred items—19 different lines of quality 
Hammermill Graphicopy® Papers—are right at 
your fingertips at your nearest Hammermill 
“supermarket”. 

Make one stop—or better yet. one phone call 
—and your Hammermill supplier can fill all 
your requirements for office printing and dupli- 
cating. Just pick the 81% x 11 and 81% x 14 


HAMMERMILL GRAPHICOPY PAPERS 


One stop shopping 
for office papers 


papers you want from the handy Graphicopy 
“Paper Selection Guide”. Then order by 
number. Simple? It’s the easiest way to buy 
paper you've ever tried. 

Hammermill Graphicopy comes in easy-to- 
open cartons. with a unique E-Z Carry Pak* 
that eliminates digging for the packages. You'll 
like it. Hammermill Paper Company. Erie. Pa. 


*Patent Pending 
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Coming Events 


NOMA Business Machine and Of- 
fice Equipment Exhibition. Charleston. 
West Virginia, September 10-12. 
Sponsor: National Office Management 

Association. 

Place: Charleston Civic Center. 


ISA 14th Annual Instrument-Anuto- 
mation Conference and Exhibit. Chi- 
cago, September 21-25. 


Sponsor: Instrument Society of 
America. 


Place: International Amphitheater. 


OEME Inaugural Exhibit. Washing- 
ton, D. C. September 23-25. 


Sponsor: Office Equipment Manufac- 
turers Exhibits, Inc. 


Place: National Guard Armory. 


NSOEA 1959 Convention & Ex- 
hibit. Chicago, Ill., September 26-30. 


Sponsor: National Stationery and 
Office Equipment Association. 


Place: Conrad Hilton Hotel. 


LOMA 1959 Annual Conference. 
Chicago, September 28-30. 
Sponsor: Life Office Management 
Association. 
Place: Edgewater Beach Hotel. 


NOMA Area 2 Conference. Atlan- 
tic City, N. J., October 9-10. 


Sponsor: National Office Management 
Association. 


Place: Chalfonte-Haddon Hall. 


NASS 17th Annual Convention. 
St. Louis, October 11-13. 
Sponsor: National Association of 
Suggestion Systems. 


Place: Sheraton Jefferson Hotel. 


SPAA International Systems Meet- 
ing. Toronto, Ontario, October 12-14. 


Sponsor: Systems and Procedures 
Association of America. 


Place: Royal York Hotel. 


NMA 36th National Conference, 
Detroit, October 19-23. 


Sponsor: National Management 
Association. 


Place: Statler-Hilton Hotel. 


National Business Show, New York, 
October 19-23. 


Sponsor: Office Executives Asso- 
ciation of New York. 
Place: New York Coliseum. 
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with the EDITORS. 


AN interesting new note in the 
long business debate over the bene- 
fits, for future executives, of special- 
ized vs. liberal arts training at the 
collegiate level is the news that 
West Point last month announced 
plans to make sweeping changes 
in its curriculum this fall. Liberal 
arts course content will be strength- 
ened and expanded, at the expense 
of the Academy’s traditional “voca- 
tional” subjects: tactical instruction, 
military hygiene, etc. 


MORE time will be allotted specifi- 
cally to the social sciences, logic 
and philosophy, foreign languages, 
and English, as well as to advanced 
work in nuclear physics, electronics, 
and chemistry. 


THE changes result from an ex- 
tensive two and a half-year study, 
_ which involved a poll of 13,000 
West Point graduates, and 3,000 
non-Academy Army officers; called 
on the talents of outside educational 
consultants, and employed, too, a 
study board of Regular officers 
whose assignment was to evaluate 
the “qualities and attributes which 
will probably be essential to an of- 
ficer in the Regular Army during 
the period 1968-78.” 
The net result: A general agree- 
ment that officers of the future will 
need a larger fund of general 
knowledge, better ability to com- 
municate (cited as a definite weak- 


ness among Academy graduates to- 
day), the ability to think. 


THUS, the new stress on the broad 
fields of the humanities and basic 
sciences, and the consequent de- 
emphasis of the strictly professional 
courses. 


THIS is a particularly interesting 
development in the light of the fact 
that industry, which has for so long 
given preference to the specialist 
over the liberal arts graduate in re- 
cruiting practices, has lately come 
to have some second thoughts about 
the practice. Many companies have 
even found it expedient to send 
their executives to special college 
courses in the basic liberal arts. The 
Army changes suggest that, even 
in the highly technical and special- 
ized world of the military, the best 
specialists, as well as the best lead- 
ers, are developed from people who 
have first acquired a good general 
educational background. 


IN this connection, it seems partic- 
ularly significant that the great ma- 
jority of Army officers polled came 
to the same conclusion as the study 
groups of consultants: that they felt 
definite lacks in their present role 
because of insufficient grounding in 
the liberal arts in the past. 
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AMA Office Management Confer- 
ence. New York, October 21-23. 


Sponsor: American Management 
Association. 
Place: Roosevelt Hotel. 


ARMA 4th Annual Meeting. San 
Francisco, October 23-24. 
Sponsor: American Records Manage- 
ment Association. 
Place: Palace Hotel. 
CIA Annual Conference. Pitts- 
burgh, October 24-28. 
Sponsor: Controllers Institute of 
America. 
Place: Penn-Sheraton Hotel 


ABA 85th Annual Convention. Mi- 
ami Beach, Fla., October 25-28. 
Sponsor: American Bankers 

Association. 

Place: To be announced. 


CORRECTION: Due to a typo- 
graphical error, paragraph three, 
page 68 of the August Office Man- 
agement contained an incorrect 
statement. The sentence should 
have read, “If the Amex card is 
used, the agent is not charged a 
commission fee.” The hotel pays 
only the agent’s fee, and Amex 
foregoes its usual commission from 
the hotel. 
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D. ZELINSKY AND SONS — rec- 
ognized as leaders in the 
painting and decorating field. 
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EMPLOYEES APPRECIATE 


se 
PP 


Sf : 
the simplified, high 


speed operation of National Class 31 Machines. 


R. D. ZELINSKY, President, 
D. Zelinsky and Sons. 


“Our Calional Accounting System 


Saves US *15,900 a year... 


pays for itself every 9 months!’’—p. zelinsky and Sons 


San Francisco, California 


“We have been using National equip- 
ment for 18 years,” writes R. D. Zelin- 
sky, president, D. Zelinsky and Sons. 
“Though we are not considered a large 
firm, our National System provides us 
with substantial savings. We feel the 
efficiency of a National System can be 
utilized by any firm—regardless of size. 

“Recently, we installed two National 
Class 31 Machines. Our increased work 
load prompted us to use them for all 
accounting applications required in 
our business. The accurate, easy-to- 
read statements provided by our 
National System eliminate misinter- 
pretation by both employees and cus- 
tomers. Our National System’s 


flexibility lends itself to virtually any 
accounting function while at the same 
time providing substantial reductions 
in operating costs. 

“In our estimation, a National Sys- 
tem is the most efficient way to process 
accounting records. We recommend it 
to any firm whether large or small. Our 
National Accounting System saves us 
$15,900 a year... pays for itself every 
9 months!” * 


President 
D. Zelinsky and Sons 


THE NATIONAL CASH REGISTER COMPANY, payton 9, ohio 


1039 OFFICES IN 121 COUNTRIES ¢ 75 YEARS OF HELPING BUSINESS SAVE MONEY 


20 


Use Readers’ Inquiry Coupon on Page 94 


Your firm, too, can benefit from the 
time- and money-saving features of a 
National System. Nationals pay for 
themselves quickly 
through savings, then 


- 1884 
continue to return a tah 
regular yearly profit. say pi 
National's world-wide S = 
service organization YEARS 
will protect this profit. 1958 


“TRADE MARK REG. U.S. PAT. OFF. 


Wational 
ACCOUNTING MACHINES 


ADDING MACHINES + CASH REGISTERS 
wer paper (No Carson Required) 
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Army studies cast new doubt on 
value of personality tests 


Review of men who passed psychiatric screening in World 


War Il, and then failed because of emotional or mental 


defects bulwarks current attack on “predictive” tests— 


by Robert M. Smith 


A FEMININE copywriter queried as 
to whether she enjoyed playing base- 
ball... . 

A highly successful systems analyst 
who learned, to his surprise and amuse- 
ment, that “scientific” tests proved con- 
clusively his personality was totally un- 
suited to systems planning, and he 
would never be successful at it... . 

The company which discovered one 
day to its embarrassment that its per- 
sonnel department had for some time 
been screening—and accepting—appli- 
cants for research jobs with a test de- 
signed to identify the best potential 
salesmen. . . . . 

These are a few examples of the 
by-products that can come from indis- 
criminate use of the currently popular 
psychological tests designed to identify 
job applicants’ personality traits, and 
predict performance and ability in a 
given job on the basis of the traits 
discovered. These examples are the ex- 
ceptions—the exceptions at least in 
terms of large companies which have 
had long experience in the use of 
personality tests. Such companies have 
a fairly concrete idea of exactly what 
they are trying to accomplish with 
such tests. They have, in addition, large 
and thorough personnel departments, 
which conduct careful conventional 
checks on an applicant's abilities and 
background to balance the projective 
picture created by the tests. 

Whether the instances given are so 
exceptional in the case of smaller com- 
panies is a moot point. And today more 
and more small and medium-sized con- 
cerns tend to view the ubiquitous per- 
sonality test as something that has been 
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“proved” valuable by major corpora- 
tions, and so must perforce be appro- 
priate for all businesses. 

There are at least three major argu- 
ments against this assumption, aside 
from the fact that smaller concerns, 
without highly trained personnel staffs, 
often badly mishandle the administra- 
tion and evaluation of the tests they 
espouse so readily. 

1. One of the main reasons large 
companies fall back on tests in the first 
place is their belief that in the long 
run tests offer them the best chance of 
getting a high percentage of good can- 
didates for executive positions from 
the hundreds of people whom they 
interview each year. In a vast national 
corporation it would be extremely diffi- 
cult for all candidates for executive 
jobs to be personally interviewed by 
top company officers. So an evaluation 
process as automatic as possible is em- 
ployed instead—an evaluation process 
that presumably identifies the job can- 
didate’s personality traits. The effective- 
ness of such mass evaluation tech- 
niques is certainly questionable, but 
at least the large corporation, because 
of the very size of its recruitment prob- 
lem, does have need of automatic 
screening procedures. In a smaller com- 
pany, this necessity does not arise: 
applicants for responsible executive po- 
sitions can be interviewed—and evalu- 
ated—at length by top company 
officers. 

2. The fact that, assuming psycho- 
logical tests do have validity, the per- 
sonal characteristics desirable from the 
standpoint of a major corporation in- 
terested mainly in maintaining its com- 


Is it possible to measure intangibles, 
personality, attributes, social values? 
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Assuming the tests do have validity, do they represent an attempt 
to find a man who fits rigid, pre-conceived job specifications, rather 
than the man who can give the job new dimensions? 


manding position may be entirely un- 
desirable in an executive with a small 
company trying to improve its business 
position. 

3. The very serious doubts about the 
validity of personality tests in general. 
To take the last point first, the longest 
and best documented attack on the 
whole principle and mystique of per- 
sonality testing through ready-made 
questionnaires was contained in the 
book, “The Organization Man,” by 
William H. Whyte, Jr., assistant man- 
aging editor of Fortune. Mr. Whyte 
laid down his barrage on two grounds: 
the ethics of an employer inquiring 
into the intimate aspects of a job can- 
didate’s personality, and the actual use- 
fulness of standardized psychological 
tests in indicating anything significant 
about personality in any event. 

His second pbint now seems to have 
massive corroborating evidence from a 
nine-year study conducted by the Con- 
servation of Human Resources Project 
established in 1950 at Columbia Uni- 
versity by Dwight Eisenhower, who 
was at that time Columbia's president. 
The study team, consisting of psychi- 
atrists, psychologists, government offi- 


cials, economists, statisticians, and so- 
ciologists, devoted itself to a painstak- 
ing analysis of the two million men 
rejected for military service during 
World War II because of mental or 
emotional defects, and the three-quar- 
ters of a million men who passed Army 
psychiatric screening, and then proved 
utterly incapable of adapting to the 
military environment, even in a non- 
combat situation. In relation to this 
latter group, the study report, pub- 
lished in three volumes under the over- 
all title, “The Ineffective Soldier,” 
concludes: 

“There is no way of finding out what 
a man can really do except by the slow 
and costly process of trying him out.” 

This, of course, does not argue that 
there is no reasonable basis for perfor- 
mance prediction on the basis of such 
relatively standard measures as intel- 
ligence or aptitude tests. If a man can- 
not read, he will not do well in any 
situation which requires that he can; 
if he has poor motor coordination, he 
is not going to be a very reliable pilot. 
But what it does imply is that, except 
for the most obvious misfits, whom any 
fairly perceptive person could identify, 
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there is no really reliable basis which 
can be used on a large scale to deter- 
mine the emotional or personality 
characteristics of individuals or to pre- 
dict how individuals will behave in a 
given situation. The Army, after all, 
used psychiatrists who, however brief 
their interviews with draftees, at least 
talked to them face to face. And the 
conclusion drawn from this study is 
that the Army would have been much 
better off if it had inducted all except 
the most obviously useless men, and 
then weeded out fast the ones who 
proved not to measure up in the first 
weeks of training. 


Implications for management 


Obviously, there are major distinc- 
tions between drafting as many men as 
possible for military service in a wat- 
time emergency, and selecting from a 
group of applicants the best qualified 
men for responsible positions. Granted 
that the Army emphasis was on accept- 
ing as many men as possible; the cor- 
porate emphasis is on getting the best 
men possible for a limited number of 
positions. Still, the relative failure of 
the Army screening procedure as far as 
psychological evaluations were con- 
cerned casts new doubts on the validity 
of psychological testing procedures in 
private enterprise. 

The Army after all attempted only 
to screen out men who could not meet 
certain minimum standards. It failed, 
even on the basis of personal inter- 
views by qualified psychiatrists, to ac- 
complish this. Industry is trying, 
through written psychological _ tests, 
which in many cases are not even 
backed by personal interviews with the 
psychologist, to predict how a man will 
meet a whole range of unknown future 
situations, how he will fit in with a 
group, what qualities of leadership and 
cooperation he has. Obviously, this type 
of prediction is far harder to make 
than the simple one of whether or not 
a man can possibly adapt himself to 
the military environment. And in many 
cases the tests given to determine all 
these fairly intangible qualities are 
given on a far more haphazard basis 
than were the Army screening exami- 
nations. 

To define our terms a little more 
explicitly, let’s review three main cate- 
gories of tests: intelligence, aptitude, 
and psychological. Intelligence tests in 
use in industry usually measure capa- 
bilities — not personality — in a few 
very broad areas—language compre- 
hension, mathematical ability, perhaps 
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spatial relation perception. They are 
thus a measure both of intelligence and 
education. The most intelligent per- 
son, lacking an adequate education, 
would fail such a test or at least make , 
a poor score on it. However, an intel- / 
ligent man or woman with a good high / 
school education should not find any 
of the questions in the language com- 
prehension or mathematical ability por-| 
tions of the test impossible to answer. 
The fact that the tests are timed dis-| 
tinguishes between degrees of intel-| 
igence among those with the same 
basic education. 


Such tests make no attempt to mea- 
sure personality, or predict perfor- 
mance. They only give an indication— 
and a fairly reliable one—of a per- 
son's basic educational equipment, his 
reasoning ability and the speed with 
which he can apply his knowledge and, 
his logic. 

A familiar test of this type is the | 
Army General Classification Test given 
drafted men during the Second World 
War. It is noticeable that, to the de- 
gree that it was used for assignment 
of men, it proved much more success- 
ful than the psychiatric screening inter- 
views. For example, during one period 
of the war when it was essential to 
form officer cadres fast, incoming re- 
cruits at Army reception centers were 
broken down into companies entirely 
on the basis of their scores on the 
Army G.C.T. Company A of each 
battalion received all Grade 1 and 2 
men—the potential officer candidates. 
Company B received Grade 3 men— 
potential specialists, and non-coms. 
Companies C and D received the bal- 
ance, the potential basic soldiers. Nat- 
urally all Company A men did not 
automatically go on to officer candidate 
school at the end of the basic training 
—evaluation by their superiors during 
the training period determined whether 
they were sent on to O.CS. But they 
were selected, and given special atten- 
tion during basic training to determine 
how well they did in given situations. 
They were tried out in an actual en- 
vironment, in other words. Depending 
on how well they did in that environ- 
ment, they either went on to officer 
training or they were disqualified for 
it. 

No personality testing anywhere 
along the line. Basic intelligence test- 
ing in the first place, and then evalua- 
tion by observation. Yet it produced 
an officer corps which did its job, and 
did it well. In other words, this proce- 
dure worked fairly well as a predictive 
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measure of how well men would do in 
a leadership situation. 
/ Aptitude tests check measurable 
quantities and abilities—manual dex- 
terity, motor coordination, visual com- 
prehension, vocabulary range, mechan- 
ical comprehension, and have a certain 
predictive value in indicating how well 
a man can do in handling the same 
type of problem or situation checked 
on the test. Thus, to return to the 
Army experience, Army Air Force 
cadets during World War Il were put 
through an entire battery of aptitude 
tests to determine whether or not they 
should be assigned to pilot, bombar- 
dier, or navigation school. Obviously, 
men who could not do well on motor 
coordination tests, or physical reaction 
time tests were not going to make the 
world’s best pilots, whereas if they 
scored well on mathematical ability 
they might make superb navigators. 
Personality tests, as Whyte points 
out in “The Organization Man”, are an 
entirely different thing from either in- 
telligence or aptitude tests. They at- 
tempt to measure intangibles—test by 
a man’s answers to written questions 
the facets of his personality, his degree 
of loyalty, whether he is gregarious or 
not, whether he has “leadership” quali- 
ties, etc. 


Do tests benefit mediocre? 


Two points are made in this most 
classic of attacks on personality testing: 
that the tests themselves have never 
been proved valid by any rational 
means, that such correlations as have 
been found between them are simply 
correlations of one test with another, 
rather than correlations of test results 
with actual job performance of the 
executives selected by the tests. Sec- 
ondly, Whyte points out that if the 
tests do have validity, they are aiding 
companies to select the average, the 
man who fits the norm, rather than the 
exceptional man with above-average 
abilitics. 

To ilustrate the s-cond thesis, a set 
of standard personality tests used today 
in business was given by Whyte and 
his colleagues to a dozen men in top 
management in some of the company’s 
leading corporations, sixteen of the 
nation’s leading scientists, and 38 mid- 
dle management men who had been 
picked by their companies as outstand- 
ing in their jobs. 

The results: 

“Not one corporation president had 
a profile that fe'l completely within the 

(To page 76) 
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Part 2— 


Automatic programming—what does it 


offer, how does it work? 


IBM announces Commercial Translator, the second fully 
developed automatic coding language for business data proc- 


essing. Here are the principles of IBM’s language 


TWO recent developments in the field 
of automatic programming make even 
more certain the rapid acceptance by 
both manufacturers and the users of 
electronic data processing equipment; 
of this newest technique to ease com- 
munications between men and ma- 
chines. 

Creation, under the auspices of the 
Department of Defense, of a Commit- 
tee on Data Systems Languages. com- 
posed of representatives of all major 
manufacturers of electronic data pro- 
cessing systems. The committee's ma- 
jor objective is to develop a common 
English vocabulary which can be used 
for automatic programming applica- 
tions on any data processor manufac- 
tured in this country. 

Announcement, on the 17th of last 
month, by International Business Ma- 
chines Corporation, the nation’s larg- 
est computer manufacturer, that it 
has completed its new language for 
automatic coding, Commercial Trans- 
lator. Although Remington Rand was 
the first company to offer, in its Flow- 
Matic, an automatic coding system 
suited to business transactions, IBM 
has had an automatic coding system 
for scientific applications for some 
time. Now, with Commercial Trans- 
lator, it is the only major manufac- 
turer, besides Rem Rand, to have a 
“language” valid for business trans- 
actions. Since the Department of De- 
fense emphasis is on as much speed 
as possible in achieving a common 
language for computer input, it seems 
certain that the first such language 
achieved will represent a fusion of the 
vocabulary of Flow-Matic, and the 
vocabulary of Commercial Translator. 

Although Flow-Matic has been avail- 
able to Univac users since last year, 
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IBM is not yet ready to offer its 
customers a processing routine permit- 
ting them to employ automatic coding 
techniques on IBM equipment. The 
company so far has perfected the 
principles of Commercial Translator, 
and the complete vocabulary of words 
which will be used in the system. The 
“processors,” or taped programs of 
sub-routines which will be called forth 
by simple English commands in Com- 
mercial Transiator, will not be ready 
for application until spring of 1961. 
However, IBM believes Commercial 
Translator will offer significant advan- 
tages over the present Flow-Matic 
language. (Rem Rand is currently 
developing a more sophisticated ver- 
sion of Flow-Matic which it expects 
to have ready for application some- 
time next year.) Whereas Rem Rand 
employs a battery of 30 action words, 
IBM’s Commercial Translator uses 
only 16 operating commands. More- 


over, IBM maintains, its commands, 
although more all-embrasive than the 
words on the Rem Rand list, will ac- 
tually cut down sharply the number 
of machine instructions required with- 
in the computer to create a program. 
Each of the sixteen commands repre- 
sents a general operation. These com- 
mands, in combination with a small 
group of connective words and nouns, 
and signs for the basic arithmetic 
operations can, IBM believes, cover the 
entire range of business data process- 
ing when used as eperative words with 
nouns describing the data to be acted 
upon. 

Generally, Commercial Translator 
clear language instructions are set up 
as a series of procedure statements, 
most of which set up a condition, and 
then say what is to be done if the 
condition proves true or untrue. Thus, 
the logical structure of the programs 
created by the Commercial Translator 
processor program consists of a series 
of tests. When the program, prepared 
by an electronic data processor con- 
trolled by the processor tape has been 
completed, and is then used as a run- 
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Eventually, continued refinement of automatic programming techniques may 
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ning program with input data, it will 
thus subject most of the data to a 
test to see whether the information 
matches a certain condition, determine 
whether it does or not, and then take 
the appropriate action. 

Thus, the procedure description por- 
tion of a Commerical Translator source 
program (the clear language instruct- 
ions to be translated within the ma- 
chine into its own language) is a se- 
quence of procedure statements which 
specify the successive steps in the 
solution of a problem. The most gen- 
eral form of these statements consists 
of a set of simple English statements 
of an “IF ... THEN ... ELSE”... 
nature. “IF” a certain condition exists 
(is true) “THEN” do this, “ELSE” do 
this. 

By phrasing as many of its procedure 
statements in this form as_ possible, 
IBM can cut down the translation 
time within its processing routine, 
since the frame of the statement 
need not be translated word for word 
by the machine; it can be recognized 
as a statement of a particular logical 
form. Only the alternative operations 
to be followed, and the words estab- 
lishing the condition to be tested need 
be translated. Thus, to a degree each 
statement is translated in word groups 
rather than as individual words. 

Like Rem Rand's Flow-Matic, Com- 
mercial Translator permits the user 
to use his own terminology for data 
descriptions, as long as the words 
chosen do not duplicate words already 
embodied in the Commercial Trans- 
lator language. Such “company” words 
themselves may stand as conditions 
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for purposes of the logical functioning 
of the program. For example, the word 
“MARRIED” could stand as a con- 
dition in a payroll operation: IF MAR- 
RIED THEN SET TAX CLASS-2. 

Conditions may also be based on 
tests of equality or other relations, 
and six such relations have been em- 
bodied as phrases in Commercial 
Translator: EQUAL or IS EQUAL TO; 
IS GREATER THAN; IS LESS 
THAN; IS NOT EQUAL TO; IS NOT 
GREATER THAN; IS NOT LESS 
THAN. All of these may also be ab- 
breviated in short form, and all again 
can be translated by the computer as 
complete units, rather than word for 
word. 

Commercial Translator programs 
are now being prepared for IBM's 705- 
Ill, 7070, 709 and 7090 data process- 
ing systems. The same “language” will 
be used for each program, but because 
of internal operating differences with- 
in the machines, different processor 
tapes will have to be prepared for each 
unit to translate the English language 
directions into the particular machine 
language of the data processor con- 
cerned. 

According to IBM spokesmen, a 
distinctive feature of their processor 
program is a scanning innovation by 
which the processor itself creates the 
most efficient program possible in 
terms of machine steps. Thus, after 
all directions have been translated with- 
in the data processor on which the 
program is being created, the proces- 
sor tape controlling the machine di- 
rects it to identify and group all 
similar operations. The machine then 


reviews the directed operations, now 
translated into its own internal oper- 
ating language, to eliminate repetitions, 
and make whatever consolidations of 
operations are possible. After each 
group of related operations has been 
reduced as far as possible, all directions 
are then meshed again in the assembly 
phase to create the final program. 

According to IBM this consolidation 
step will save a great many superfluous 
machine language directions, and thus 
will cut considerably the running time 
of the completed program. 

In other words the machine’s own 
logical and decision-making powers 
are called on to make the desired pro- 
gram more efficient even as it is being 
created, 

This, in IBM’s view, will be an ex- 
ceedingly important advantage of Com- 
mercial Translator, since the company 
believes that with the advent of auto- 
matic programming, computer running 
time is going to become more import- 
ant a factor than ever before. Many 
companies now using computers do 
not have them running full time, but 
one reason for this has been the very 
great time lapse involved in hand cod- 
ing programs. With automatic coding 
techniques, presumably a great many 
more programs can be put on com- 
puters, even one-time programs. This, 
in turn implies a much higher per- 
centage of active time for each ma- 
chine. Therefore any program that can 
give effective results with the mini- 
mum number of computer steps is 
desirable in terms of freeing the ma- 
chine as soon as possible for other 
tasks. 
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Leader in the group which believes in- 
surance firms should be able to offer 
variable annuities is Carrol M. Shanks, 
president, Prudential Life Insurance Co., 
Newark, N. J. 


Leader of the opposing group is Frederic 
W. Ecker, president, Metropolitan Life 
Insurance Co., New York. 


26 


a 
Pl 
¥ a 
* x: - a 4 


Prudential Insurance Company 
wins battle for right to 


sell variable annuity plans 


° Should life insurance companies be allowed to of fer pension 


plans which hedge against inflation by tying annuity income 


to stock price levels? The debate goes on— 


by Gerald Cook 


THE PRUDENTIAL Life Insurance 
Company has seemingly walked off 
with the victor’s laurels in the five 
year battle over variable annuities—a 
battle which has rent the life insur- 
ance industry and aroused intense sup- 
port and bitter opposition among pow- 
erful segments of the financial world. 
The long debate has been followed 
with keen interest by business manage- 
ment whose organizations provide em- 
ployee pension programs. 

In July, Governor Robert B. Mey- 
ner signed into law three bills that 
authorize Prudential to offer variable 
annuity contracts to the general pub- 
lic. The Newark company has been 
the leader in the fight for legislation 
enabling life insurance companies to 
sell the controversial variables. 

To Carrol M. Shanks, Prudential 
president, the victory is sweet. He has 
been the foremost champion of the ar- 
gument that the variable annuity plan 
represents the first forward step of the 
life insurance industry toward offering 
some protection to people living on re- 
tirement income against the ravages of 
inflation and the accompanying erosion 
of the dollar. 

Leading the dogged opposition has 
been the giant Metropolitan Life In- 
surance Company and its president, 
Frederic W. Ecker. Ecker’s chief ob- 
jection to the variable plan has been 
his conviction that variable annuities 
are not the business of life insurance 
companies. He warns that the public 
will blame the life companies should 
the retirement income be reduced by 
a stock market decline. He also fears 
that the entry by life insurance com- 


panies into the variable annuity busi- 
ness will bring about Federal regula- 
tion of the industry. 

What is the plan which has for so 
long agitated leading financial institu- 
tions, stirring bitter recriminations, 
lawsuits, and heated legislative hear- 
ings? What is a variable annuity? How 
does it differ from the fixed-dollar tra- 
ditional annuity which has been sold 
by life insurance companies for many 
years? 

Under a variable contract the pur- 
chaser is committed to pay fixed pre- 
miums for a lengthy period of time, 
in most cases at least 15 years. The 
insurance company holding the con- 
tract places the premiums in a segre- 
gated account, the assets of which are 
invested mainly in common stock and 
other equity securities. The value of 
the purchaser’s total investment varies 
with the level of the stock market and 
dividend payments. Upon retirement, 
the holder of a variable annuity con- 
tract receives a monthly income until 
he dies. The payments, however, vary 
with fluctuations of the stock market 
and dividend payments. In other 
words, pension payments are geared to 
the market value of the stocks bought 
with pension funds. The supporting 
argument for this is the Prudential 
claim that, in the long run, the value 
of common stock holdings parallels 
the rise and fall of the cost of living. 
Thus, the holder of a variable contract 
is, to a degree, protected against infla- 
tionary pressures. 

The traditional annuity is expressed 
in terms of fixed-dollar amounts. Com- 
mon stock investment by insurance 
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Metropolitan position that inflation is a postwar rather than a permanent phenomenon is 
dramatized in its chart above, showing drop in price levels after each wartime rise. Prudential 
position that stock prices usually match or exceed rises in cost-of-living is bulwarked by 
comparative figures expressed in chart below. 
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The variable or fixed-annuity—which offers most protection? 


companies being stringently limited 
by laws in most states, premiums paid 
into the traditional annuity contract 
are invested in debt securities such as 
bonds and mortgages with fixed yields. 
An insurance company can, therefore, 
guarantee a fixed income to the pur- 
chaser between the time he completes 
premium payments and his death. 

The traditional annuity contract 
works as follows: If an individual at 
age 45 takes out a retirement annuity 
under which he undertakes to pay an 
insurance company $65 a month for 
20 years, at the age of 65 he will begin 
to receive a life income of about $100 
a month. It would be paid him for as 
long as he lived. The insurance com- 
pany, applying actuarial methods, con- 
tracts to guarantee that the insured 
will not outlive his income. 

An individual who buys a variable 
annuity contract at age 45, could pay 
$65 a month in premiums to age 65, 
just as under the traditional contract. 
As the payments are received by the 
company, the contract is credited with 
a number of units. The units change 


in value in accordance with the results 
of the company’s investments. The 
number of units credited to the ac- 
count each year would reflect the cur- 
rent unit values. In the first year, for in- 
stance, this might total 65 units, the 
second year 75 units, and so on. At the 
age of 65, the annuitant might have 
accumulated a total of, say, 1,400 units. 
If he retired at that time, actuarial 
tables might determine that he would 
be entitled to an annuity of 10 units a 
month for life. Translated into dollars, 
this would mean that his retirement 
income for the first year might be 
$1,300, the second year $1,100, the 
third year $1,200, and so on. The an- 
nuity payments would reflect the in- 
vestment results of the account, both 
before and after retirement. 

A new concept to the major life in- 
surance companies, and still in the ex- 
perimental stage at Prudential, the 
variable plan has been successfully 
tried by smaller groups. One such or- 
ganization is the Teachers Insurance & 
Annuity Association, formed in 1918 
to provide life insurance and retire- 


ment annuity benefits for members of 
the faculties and staffs of the country’s 
universities, colleges and non-profit or- 
ganizations and foundations. 

Many of the institutions participat- 
ing in the group’s coverage had en- 
dowment assets invested in balanced 
funds with varying combinations of 
debt and equity issues.. Comparisons 
were natural between the long-term 
yields and appreciation of these en- 
dowment funds, and the results from 
the fixed-income securities in which 
the association had its money invested. 
In 1950, William C. Greenough, then 
vice-president and now president of 
the group, found that over the previ- 
ous 70 years, income from a combina- 
tion of fixed and variable annuities 
would have topped the income from 
fixed annuities alone. 

Following this report and several 
additional studies, the association or- 
ganized the College Retirement Equi- 
ties Fund under the supervision of the 
New York State Insurance Depart- 
ment. It began operating in 1952. A 

(To page 68) 
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Prudential chart compares results of various annuity plans and cost of living. 
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It’s all in the business form, company 
in modernizing order processing system 


Brooklyn firm revamps pro- 
cedures by basing changes on 


order forms—— 


by R. W. Trattler 
Vice-president 
Ettco Wire and Cable Corp. 


A COMPLETE and thorough over- 
hauling of a company’s procedures for 
handling orders and invoices may 
sound like a big job, but, as we found 
out, a lot can be accomplished through 
proper and effective forms design. 
Since the business form is the heart of 
any paperwork operation, it seems only 
natural that this element should be 
evaluated carefully. Basing our changes 
on the form itself, we have been able 
to go from an antiquated, inefficient 
order processing system to a modern 
one with no additions to our staff and 
little change or addition to the mechan- 
ical equipment. 

The basis of our improvement is the 
simplification of our paperwork han- 
dling through intelligent and attentive 
analysis of our needs and problems and 
the preparation of a business form that 
would meet our requirements and, not 
incidentally, the requirements of our 
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Ettco’s processing system starts with typing of orders on new 13-part form. 


accountants. As a result we have been 
able to reduce to one the number of 
writings it formerly took to enter an 
order, see it through shipping and in- 
voice the customer; we are able to 
handle a greater volume of work with 
the same-sized staff; we can get ship- 
ments and invoices out faster; and we 
have numerous other benefits not ob- 
tainable before. 


The form provides copies for shipping. invoicing, customer and salesman. 


finds 


Ettco Wire and Cable Corporation is 
a middle-sized company in our indus- 
try. We produce non-metallic sheathed 
cable, TW building wire, bushed 
armored cable, flexible steel conduit, 
service entrance cable and similar prod- 
ucts. We sell these products to electri- 
cal distributors and suppliers and we 
also do some exporting. The company : 
was founded in 1907 and in its first ’ 
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Pneumatic tube carries 
to company’s shipping 


apers 
epartment. 


Warehouseman has copy of order on clipboard while making up the order. 


years was producing non-metallic con- 
duit and automobile wheels. Under its 
present management since 1930, it 
currently employs about 150 persons, 
some 20 of these working in the office. 
The majority of sales are made through 
commission agents with warehouses 
throughout the country, with a certain 
percentage of orders coming in direct- 
ly from the customer. Regardless of 
the order source, all invoicing is done 
in the home office. 

For a number of years our order 
handling operations had, like Topsy, 
“just growed.” Whenever new infor- 
mation was required or a change had 
to be made we found it simpler to add 
something to the forms in use or bring 
in a new form without making any 
changes in the old. In this way we man- 
aged to build a kind of system that had 
many weaknesses and flaws. 

At the time of our changeover to up- 
dated methods we were using three 
different types of forms, with no simil- 
arity in size or design. There was a 
hand-written order entry form, a hand- 
written bill of lading and a typewritten 
invoice. Identification numbers also 
lacked similarity so we could never 
match up by number the three forms 


pertaining to one order. None of these 
forms allowed us an acknowledgement 
for the customer or the agent, nor 
would they permit more than one in- 
voice per Customer. 

Flaws within the forms themselves 
were also severely limiting to our oper- 
ations. Because of them, each product 
had to be billed individually on sepa- 
rate invoices. These drawbacks com- 
plicated the backordering problems 
since we were limited as to the amount 
of information we could enter on in- 
voices. 

So we had problems. With so much 
handwriting, illegibility was a common 
fault and errors built up. The proces- 
sing of an order was too slow and 
consequently shipments were delayed 
and invoices did not get out at a satis- 
factory speed. We wasted time and 
labor in just trying to keep up with 
volume, let alone get a little ahead to 
enable us to release people for other 
types of work within the company. 
And if an acknowledgement or addi- 
tional invoice was requested, it meant 
more time spent on additional writ- 
ings. 

We consulted with specialists from 
The Standard Register Company and in 
a relatively short period came up with 
a system that overcomes all of the 
shortcomings of the former procedures. 
The nucleus of our new processing op- 
eration is the specially designed form. 
Using just this one form we are able to 
obtain all the records necessary for en- 
tering, acknowledging, shipping and 
invoicing an order and we can send 
copies to all persons concerned with the 
order without additional work or short- 
ing ourselves in the office. 

It is a Kant-Slip marginally punched 
continuous form, 10%@ inches by 11 
inches. Primary information is entered 
through use of an electric typewriter 
equipped with a Standard Register 
Automatic Linefinder and Registrator 
Platen. The latter device assists in 
maintaining registration of the many 
parts and keeping the form aligned. 
The Linefinder makes it possible for 
the operator to move the forms verti- 
cally with a minimum of effort and mo- 
tion. By an easy pull on the lever the 
form is moved from one typing line 
to the next, eventually being fully 
ejected while bringing the following 
form into exact position at the first 
typing line. 

The 13 parts of this form consist of 
an original and duplicate invoice, 
posting copy, salesman’s invoice copy, 
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The Business Equipment Exposition 


A preview of the new products which will be shown at OEMI’s 


business show in Washington, D. C., Sept. 22-25. 


THE FIRST business show to be 
sponsored by the Office Equipment 
Manufacturers Institute will open in 
Washington on the 22nd of this 
month. Overall theme for the ex- 
position will be the “shrinkage of the 
world since 1492—in terms of time, 
space, and motion,” according to the 
show sponsors. 

Roy W. Johnson, director of the 
Advanced Research Projects Agency, 
Department of Defense, will be guest 
speaker at dedication ceremonies for 
the inaugural show. 

Thirty-six corporations will show 
their latest products at the exposi- 
tion, which will be held at the Na- 
tional Guard Armory in the capital. Roy W. Johnson 
Product displays, according to E. D. 

Taylor, administrative vice president of the OEMI will emphasize the 
business equipment industry’s contributions to “communications, national 
defense, and the exploration of outer space.” 

Planned as the first in a series of expositions to be held under OEMI 
sponsorship in various areas of the country, the Washington show will run 
through the 25th of the month. All shows will be open to all manufac- 
turers of business equipment, foreign and domestic, regardless of whether 
cr not they are member firms of the Office Equipment Manufacturers 
Institute. 


Products to be exhibited at the first Business Equipment 


Exposition are shown on the following three pages — 
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The B100 electronic document sorter “reads” and sorts magnetic ink 
coded documents at more than 1500 items a minute. The sorter is 
applicable to both banking and commercial operations. Burroughs Corp., 
6071 Second Ave., Detroit 32. 


4 Record Tray 

VIStronic trays hold 1475 indexed 
sheets, providing space for a total of 
376,000 account numbers in both trays. 
These trays are seated in a well-table 
that provides convenient working 
height and easy mobility, such as mov- 
ing in and out of vaults. VISIrecord, 
Inc., Copiague, N. Y. 
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Vv Electronic Printer 

A film will be shown on “Videograph,” 
a high-speed electronic process which 
is capable of translating computer lan- 
guage, and printing or displaying the 
resulting information at the rate of up 
to 20,000 letters, numbers, and symbols 
per second. A. B. Dick Co., Chicago. 


4 Transacter System 

The recently announced Transacter 
System that collects production data at 
its source and instantly comunicates it 
in machine language to the data proces- 
sing center will be shown. It provides 
the “missing link” in the integration of 
factory and office automation, greatly 
increasing the speed, accuracy, and ef- 
fectiveness of computers. Stromberg 
Time Corp., Thomaston, Conn. 


A Microfilmer 
A new, lightweight portable micro- 
filmer will be exhibited. Its total weight 
is 24 pounds. A lightweight travel case 
is available for carrying the micro- 
filmer outside. Recordak Corp., Sub- 
sidiary of Eastman Kodak Co., New 
York. 


4 Punching Machine 

The “General” is a new electric punch- 
ing machine. It provides rapid punch- 
ing power equal to four tons of pres- 
sure. General Binding Corp., North- 
brook, Ill. 


4 Adding Machines 

A new complete line of standard heavy- 
duty adding machines will be intro- 
duced. It includes two full-keyboard 
and two 10-key models. Clary Corp., 
San Gabriel, Calif. 
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A Analysis System 

The Analysis System processes raw data 
in random form. The operator simply 
inserts the punch tape into the program 
reader, picks out and adds related fig- 
ures, then transmits them through elec- 
tronic impulses to the solenoid-activated 
“Digit-Matic.” The “Digit-Matic” ac- 
cumulates the figures and produces a 
printed detail strip with totals and 
grand totals that are “clearly and posi- 
tively identified.” Victor Adding Ma- 
chine Co., Chicago. 


A Dictating Machine 
The Dictet portable dictating machine 
will be displayed as part of the DIRS 
(Dictaphone Interview Recording Sys- 
tem), designed to bring flexibility of 
Operations to the businessman. The 
unit weighs two pounds, eleven ounces, 
operating on a highly transistorized 
system. Dictaphone Corp., 420 Lexing- 
ton Ave., New York 17. 
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& Electric Eraser 

A new “precision-constructed” hollow 
shaft electric erasing machine will be 
among many products exhibited by 
this company. The Bruning electric 
eraser features a balanced pencil- 
tapered, die-cast aluminum case with a 
backed enamel finish for light and 
easy handling. The Charles Bruning 
Co., Chicago, Ill. 


Preview 
of 
Products 


A Record Unit 


Equipment designed for recordkeeping 
functions, large and small, will be. 
shown. From a comfortable sitting po- 
sition, Operator may select an edge- 
punched card from VISIrecord unit 
within easy arm's reach. VISIrecord, 
Inc., Copiague, N. Y. 


A Dictating Machine 

The Edison Voicewriter dictating ma- 
chine utilizes plastic disks as a record- 
ing medium. The transistorized unit 
features a mechanical safety system 
which warns the user when he over- 
looks a step in operation procedure. 
Voicewriter Div., Thomas A. Edison 
Industries, McGraw-Edison Co., West 
Orange. N. J. 


A Storage Cabinet 

The Spartan Storage and Wardrobe 
Cabinet will be presented. Cabinets 
provide compact, dustproof storage fa- 
cilities, and conversion to wardrobe is 
made simply by removing shelves and 
adding hat shelf and hanger rod. Art 
Metal. New York. 
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The automated “Post-Tronic” posts bank checking account records auto- 
matically. The supervisor merely inserts a punched paper tape into the 
reader, and the customer’s statement-ledgcr records into the feeder. The 
punched paper tape contains in sequence, by account number, the 
amounts of the checks end deposits which are to be posted. National 
Cash Register Co., Dayton, Ohto. 


“Director” line office’ suites with accompanying executive posture chairs, 
arm chairs, and credenza units will be on display. Designed to reflect 
the executive’s personality, the line features large freeform desktops 
with burnished wooden legs contrasted by “character” plastics of matsu, 
malaka, and raftan designs bonded to standard side and back panels. 
Art Metal, New York. 


To reply to the C. L. Barkley & Co. 
advertisement on opposite page use 
Readers’ Inquiry Coupon on Page 
94, 
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BARKLEY svrevies 


FOR OPEN SHELF FILING 


... are the result of wide experience in this field, tempered with 
continuous contemporary surveys to guarantee installations geared 
to today’s demand for maximum record-handling efficiency. Behind 
this modern approach is traditional Barkley quality in both crafts- 
manship and material. You will find no finer line of filing supplies. 


WRITE FOR CIRCULARS, PRICES, 
AND ADDITIONAL INFORMATION 


Cc. L. BARKLEY & COMPANY 
1220 W. Van Buren St. e Chicago 7, Illinois 
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FOR FILING EFFICIENCY 


BARKLEY 


TAB 


FILING SUPPLIES 


j for read-at-a-glance visibility 


to Ore tall se range, 90° visibility 


/ 
EA, / to douserve expeasiv ng. space 


ele 


/ to om ae use in active files. 


TABULATOR GUIDES 


Sturdy 25 pt. pressboard with the 
Barkley Tab. Sets of 25 to 3000 
divisions A-Z, days (1-31), Months 
and States. Guides for Vertical fil- 
ing too. 


CHECK FILE GUIDES 


Ba nett bp 
Pay pph 


INDEXES 


Barkley Tab extends over file cards to save 


A neat, efficient method of filing notes 
and checks. 4 x 9 guides stocked in 25 
A-Z divisions, Months and 1-31 (days). 


valuable filing space. Sturdily built to take con- 
stant use. Indexes of 25 pt. pressboard in three 
sizes: 3 x 5, 4 x 6, 5 x 8. Sets of 25 to 3000 


Ron 


THE FINDIT SYSTEM 


The most efficient filing system, 
suitable for any size business. Easy 
to install and simple to maintain. 
Contains Control Guides with 
Barkley Tab, Miscellaneous 
folders, individual folders for ac- 
counts and Barkley Tab Guides 


x4 +3 “+ 


division A-Z, States, Months, 1-31 (days). Tab 

stocked in six colors. 
FILE DRAWER 
INDICATOR 


Standard size with 
Barkley Tab—read 
bottom files from 


for large, active accounts. standing position. W! 
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PRESSBOARD FILE FOLDERS REDROPO BARKLEY TAB FOLDERS The simple way to keep papers in perfect order. 

Sturdy 25 pt. pressboard with a Economical folders of 18 pt. Red- Set contains 25 Redropo folders with Amber pa 

strong cloth gusset “W” shaped ropo stock with The Barkley Plas- Barkley Plastic Tabs. 75 special printed and plain m 

atthe bottom for ready expansion. tic Tab in Amber. Plain inserts inserts permit tailoring of the file to suit each 


Amber tabs. Letter & Legal sizes. 


Cc.L. BARKLEY 


& CO. 


furnished. Letter and Legal sizes. 


1220 W. Van 


Buren Street © 


individual's particular needs. 


Chicago 7, Illinois 
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“IN THEAOPFICE 


| 3 AUTOMATION - 


with plans for 


WALL STREET, which has witnessed 
A many a brisk engagement, is watching 
with lively interest the shaping up of 
what promises to be a sharp competi- 
tive battle between two giants of auto- 
mation equipment. 

International Business Machines 
Corporation has announced plans to 
establish a Datacenter in the New York 
financial district early next year. The 
IBM announcement followed the dis- 
closure last month by the Radio Cor- 
poration of America of plans to set up 
an Electronic Data Processing Center 
in the Wall St. area this fall. 

IBM’s Datacenter, in a radical de- 
parture from the company’s traditional 
monthly leasing polic; for data proces- 
sing equipment, will offer computer 
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Ronello B. Lewis and Ruloff E. Cutten, senior partners of E. F. Hutton and Co., examine model of the RCA Wall St. installation. 


IBM _ RCA vie for Wall St. business 


computer centers in area 


service on an hourly basis. The Wall 
St. installation will be the first of 25 to 
30 Datacenters the company plans to 
establish in major cities across the na- 
tion in 1960. Available to all busi- 
nesses, Customers may buy as little as 
15 hours a month computing time. 
The rate for the system will be under 
$300 an hour. 

The RCA computer center, geared 
for the business of Wall St. brokerage 
firms, will be linked by direct wire to 
brokers’ offices to speed the handling 
of customer records, margin accounts 
and other paper work. The firm of 
E. F. Hutton and Co. has been an- 
nounced as the first to sign a contract 
for the use of the center's services. 

Ronello B. Lewis, general partner in 


charge of office operations for the na- 
tionwide brokerage house, welcomed 
the installation as an “electronic back 
office” that will provide needed auto- 
mation and centralization of bookkeep- 
ing and billing activities for Hutton 
and other financial firms. 

Noting that the volume of stock 
market trading in the past two years 
has leaped from two-million-share days 
to four-million-share days, Mr. Lewis 
predicted 10-million-share days within 
a decade. He said that increased popu- 
lation and share ownership, continuing 
stock splits, stock dividends and new 
issues and the expanding economy with 
commensurate capital needs make this 
development inevitable. 


(To page 58) 
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; A Monthly Feature 
Tools of 
the Office | 


Intercommunications, Dictating and Transcribing Equipment 


ROMAN Emperor Hadrian, in the 
years 121 through 127 A.D., erected 
a formidable stone wall across the 
neck of Britain in order to protect 
that occupied country from attacks by 
the Northern Pics and Scots. At in- 
tervals of a Roman mile, small fortres- 
ses, or “mile stations,’ were main- 
tained as watch posts. The Emperor- 
historian Severus reports that an 
extensive system of brass speaking 
tubes were used atop the wall to trans- 
port voice signals from one lonely 
outpost to another. These interesting 
reports made by Severus give an ac- 
count of what might easily be called 
the first man-made intercommunica- 
tions system. 

In 1959, 1,832 years later, the 
owner of a small manufacturing plant 
still shouts over the din of machinery 
to call his foreman from the shop; a 
stenographer must interupt her work 
at least 25 times a day to obtain minor 
details and instruction; a_ secretary 
keeps an important client waiting on 
the phone while she tries desperately 
to locate her boss in one of the firm’s 
many offices. 

When a culture, or a society fails to 
utilize the latest scientific knowledge 
at its disposal — when, for instance, 
diseases which could easily be elimin- 
ated by proper application of modern 
dietary knowledge are allowed to 
affect the health of growing children 
— sociologists are quick to label this 
particular phenomenon, “social lag.” 
By similar analysis, when an executive, 
or business manager fails to apply 
methods by which he could maintain 
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or increase the health and welfare of 
his business, should we not call this a 
“management lag?” 

Innoculation against communicative 
diseases has become manditory in 
some cases, and yet business, the cor- 
poration, the economic life blood of 
the nation continues to harbor re- 
productive spores of that infectious 
disease “inefficiency.” 

Contributing to the inefficiency of 
business operations is the failure of 
ideas, instructions, and reactions to 
flow freely in distinct, interchangeable 
relationships. In other words, efficiency 
of operation depends to a great extent 
upon proper communications. 

Modern business concepts involve 
constant work flow and integrated 
systems which produce smooth, fric- 
tionless operations. As one expert ex- 
pressed it, “Office managers are now 
realizing that proper communications 
in the system is one of the most im- 
portant factors, and in many cases a 
proper method of communication 
makes up the entire system.” 

Such management concepts are not 
restricted to large and complex cor- 
porations. The small business may also 
join the ranks of those who conserve 
energy, time and money by using one 
of the various methods of inter- 
office communications. 

Anthropologists point out that man 
is not a speaking creature by natural 
instinct. The vocal organs by which 
we form patterns of speech have been 
adapted for that purpose; they are not 
a “natural accessory” as are the eyes 
and ears. Therefore, if clear trans- 


by John M. Sine 


mission of ideas and attitudes is de- 
sired, patterns of speech must be 
learned and constantly tended. In the 
same manner, methods of business 
communications are not natural, but 
require the study and attention of 
those who wish to become proficient. 


In the office, intercommunication, 
dictating and transcribing equipment 
aid the free interchange of instruction 
and ideas when they are conveyed by 
the human voice. Pneumatic tubes and 
conveyor systems move written infor- 
mation from station to station, in an 
effortless, direct manner, to accomplish 
a similar task. 

The intercom has long been illus- 
trated as the primary link between 
the corporation boss tucked away in 
his sanctum, and his secretary guard- 
ing closed doors, fencing with junior 
vice-presidents. Although it seems a 
bit tardy, the intercom is only now 
beginning to come down from its 
exclusive perch of hardwood panel- 
ling. It is being applied successfully in 
general office situations involving non- 
executive personnel. Lower priced, 


This unusual device is the first phono- 
graph invented by Thomas A. Edison in 
1877. The mechanism is considered the 
great grandfather of dictating machines. 
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less complicated machinery has per- 
mitted companies of all sizes to install 
units for uses that had hitherto been 
deemed impractical. 

In a recent study involving time 
and economy of motion, a stenographer 
working in an office employing ap- 
proximately 55 persons, was forced to 
leave her desk 25 times during an 
average day in order to obtain infor- 
mation or instruction that could have 
easily been gathered over an intercom 
system. 

This destructive routine interrupted 
her train of thought, which in turn 
produced frequent mistakes that 
caused her to become emotionally dis- 
engaged from her work. The frustra- 
tion she encountered from not being 
able to successfully complete a job 
consumed valuable energy, not to men- 
tion the energy she expended bouncing 
in and out of her chair. As simple as 
it might appear, researching consult- 
ants have saved companies thousands 
ef dollars by getting employees to re- 
main in a comfortable working en- 
vironment. Thus, the proper utilization 
of available equipment in ordinary 
situations may increase your operating 
efficiency. 

The latest trends in intercom equip- 
ment move toward the production of 
all-transistorized, printed circuit units 
which lend themselves to more com- 
pact styling. Such units may be used 
with existing electrical outlets, requir- 
ing such repair as given to an ordinary 
radio. ° 

Large organizations with branches 
spread throughout the country have 
become a closer community through 
the use of direct communication lines 
in conjunction with telephone inter- 
com systems. In such a system, an 
executive can hold a conference with 
his managers in various parts of the 
country without one member of the 
conference moving from his desk. 


Prophecy becoming reality 


When Diet Smith, well known finan- 
cier, presented Richard Tracy, well 
known detective, with a two-way wrist 
radio, it was a stroke of prophecy 
rather than a cartoon phantasy. It is 
now possible for a person drawn away 
from his desk for any length of time, 
to be contacted ever a tiny paging 
system. 

The system consists of a transis- 
‘orized unit easily tucked into the 
breast pocket, with a small speaker 
attached to the person’s lapel. The ac- 
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A highway office where traveling salesmen can receive mail, tele- 
phone messages, and dictate correspondence of all kinds is the latest 
innovation in office communications. Recently introduced by C. A. 
Richey Enterprises Inc., the roadside ‘Travelers’ Secretary” uses special- 
ly designed Edison Voicewriter equipment to give salesmen dictating, 
and other office services 24 hours a day. Stenographic firms in more than 
200 cities have signed up as local representatives for the service which 
operates on a credit card basis. Each client receives unlimited telephone 
answering services, a mail box, a key to the lighted, canopied shelter, 
and the privilege of making long distance telephone calls. For these 
services a local representative charges the customer $15 per month, 
exclusive of typing charges which are billed monthly from the main 
office in Indianapolis. If the customer so desires he can have the recorded 
disk of his dictation sent directly to the home office. 


cessory is proving itself more useful 
than novel. In the future we can look 
for smaller, more efficient units de- 
signed to assume a subtle, yet im- 
portant position in a wider variety of 
work stations. 

Dictating and transcribing equip- 
ment has also become of age in the 
era of electronics. Companies are 
spreading their successful use of dictat- 
ing equipment with executives 
throughout the various phases of op- 
erations. Such wide-spread application 
is perhaps due to the production of 
more efficient and flexible equipment 
by manufacturers. 

Improvements have been in the di- 
rection of higher portability, with a 
high degree of product efficiency; new 
recording mediums provide a means 
to better recording fidelity, which in 
turn, increases working efficiency. 

Another feature adding to the 
flexibility of dictating machines are 
battery powered models to be used 
under any circumstance. 


Because of the rugged, simple-to- 
operate, portable dictating unit, sales- 
men have been released from the 
“chains” of having to carry on full- 
time business operations in an 
unstable atmosphere. A salesman mak- 
ing several calls per day cannot write 
down all of the important points he 
wishes to remember after each inter- 
view. He generally waits until he 
reaches the hotel room at night to jot 
down important facts. Often, he 
doesn't remember them, they have be- 
come confused, or he is tired and 
would like to rest for the next day’s 
activity. 

/ Asalesman equipped with a portable 


jf . . . 
dictating machine can emerge from an 


interview, press a button, dictate his 
ideas, Teactions, resolutions, and forget 
about it for the rest of the day. His 
mind is free for the next contact. In 
special cases he might immediately 
dictate a letter to the client just in- 
terviewed, drop the recording into 
an especially prepared envelope, and 
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Tools of the Office 


mail it to the home office. Upon 
arrival, the letter is transcribed by a 
stenographer and mailed immediately 
to the client. Such an expedient sales 
follow-up often makes the difference 
between good representation and just 
plain pounding the pavement. 

An executive cannot always coordin- 
ate his dictating chores with the norm- 
al work load of his secretary. With 
dictating and transcribing units, or a 
combination unit, correspondence, in- 
struction, etc., may be accomplished 
at the convenience of the executive 
without calling upon the secretary to 
work late, or interrupting her normal 
working routine. Thus, a maximum of 
flexibility is obtained with a minimum 
of lost time due to uncoordinated 
activities. 

Large companies often employ a 
multiple dictating system, whereby a 
number dialed on the telephone con- 
nects the person with a central dic- 
tating and transcribing pool. This is 
perhaps the most simple method of 
dictating for the executive and it 
provides a system of equal work dis- 


CTION: 


PRIVATE INTERPHONE SYSTEMS 


2 TO 9 STATIONS 


All the service features that everyone 
wants: Dignity and efficiency of pri- 
vate interphones . . . Every phone 
a master station . . . 2-way loud- 
speaker or paging stations where 
desired . . . Direct-signalling by push- 
buttons — no switchboard or 
operator . . . Simplified circuit is 
troublefree — only a screwdriver for 
installation, virtually no maintenance 
F Finest telephone-quality per- 
formance at lowest intercom prices: 


Complete 5-station system for the cost 
of a typewriter. 
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' Clip to your letterhead and mail for illus- 
' trated literature on Action ! systems. 


Acriont’ 


SYSTEMS COMPANY 
34 Cambridge Street . Meriden, Conn. 1 


Use Readers’ Inquiry Coupon on Page 94 
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tribution among stenographers in the 
pool. An executive with a dictating 
machine and a four-cents stamp is 
never severed from his administrative 
functions. ;, 

Inter-office communications involv- 
ing pneumatic tubes, have for quite a 
while been used in large institutions 
such as hospitals, department stores, 
libraries, etc. Messages and instructions 
may be sent quickly and effortlessly 
from one floor to another through a 
pneumatic tube. 

The conveyor belt, although not as 
widely used in office operations, has 
proved a steady work horse when ap- 
plied to office systems and work flow. 
Pneumatic tubes are primarily de- 
signed for companies having interde- 
pendent departments on separate floors 
or in inaccessible parts of the building. 
Information sent through a pneumatic 
tube is usually meant to be acted upon 
immediately. Conveyor systems work 
between separate floors as well as in 
large open areas where desks are 
placed along the line to receive docu- 
ments flowing through. 


This assembly line type of pro- 
cedure has been tested and found 
satisfactory in many instances. For the 
most part, both pneumatic and con- 
veyor systems must be tailored to the 
specific needs of the user. 


In June 1955 Office Management 
featured an entire company employing 
over 300 people, whose system was 
centered around a conveyor belt. In 
following up the problems and long 
term results of the system, we found 
the same efficient results today as were 
anticipated when the conveyor belt was 
installed. 

There has been no equipment 
vroblem other than the replacement of 
small parts, which was anticipated at 
the outset of installation. It has been 
a sound method of operation for four 
and one-half years; years that have seen 
a most radical change in business 
theory and practice. 


Many brokerage firms in the Wall 
street area are waking from years of 
systems lethargy to employ modern 
intercommunication methods. Indica- 
tive of these are the offices of Auchin- 
closs, Parker & Redpath located at 
Two Broadway. A two-way conveyor 
belt speeds orders from the customer’s 
room into the order room where it is 
acted upon immediately by an order 
clerk. If the order does not reach the 
market floor within seconds after be- 
ing placed, the customer may not ob- 


Pneumatic tube systems provide a rapid 
means of communication within complex 
or simple organizations. These installa- 
tions were made by The Grover Com- 


pany. 
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tain his order because of rapid trading 
and price changes. It is therefore 
necessary, to give the customer the 
best service possible by using the 
most advanced systems of communi- 
cations. Another phase of Auchincloss, 
Parker & Redpath operations features 
a pneumatic tube running from the 
bond room to the order room. Both of 
these intercommunication systems 
serve the order clerk, a vital link in 
brokerage operations, with an immedi- 
ate and rapid flow of material. 

Any system of inter-office communi- 
cations might be discovered by com- 
panies to be a balm for operation 
illness. However, it is not profitable to 
supply a department or person imme- 
diately with material if the object of 
transmission cannot immediately be 
acted upon. It might as well be hand- 
carried through normal channels. 

Although it is possible for an inter- 
com or dictating and transcribing unit 
to increase the efficiency of an organi- 
zation it is not advisable to consider 
installing pneumatic or conveyor sys- 
tems without first considering an 
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ANOTHER WAY RCA SERVES 
_ BUSINESS THROUGH ELECTRC 


buttons. 


It’s RCA Instant-Call... 
FOR MEN WHO MUST GET INSTANT ACTION IN MANY PLACES 


When you want action, you'll be instantly in touch with 
new all-transistorized RCA Instant-Call. Information flows 
faster, efficiency is increased, “‘inside’’ calls will no longer 
swamp your telephone switchboard. Streamlined RCA 
Instant-Call offers every feature needed to expedite inter- 
office communication: convenient station selection . . . push 
button conference calls...busy signals...chimes and 
lights to announce calls. 


In style, Instant-Call is a handsome addition to any desk. 
In design, it features important new advantages: Long-life 
transistors snap to it without a second’s warmup. Listening 
level is adjustable to desired volume. Wiring is less expen- 
sive. A single wall outlet provides power for the entire inter- 
com system. No power is consumed between calls. Instant- 
Call, in fact, advances intercom in everything except cost! 


Get details on all Instant-Call’s new ideas in speed, ease and 
convenience. Call your RCA Intercom Distributor for in- 
formation on how you can buy or lease Instant-Call, or 
send the coupon. 
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INSTANTLY... e 
announces incoming — INSTANTLY... £ , 


calls by chime, identi- 
fies caller by signal 


INSTANTLY... 
puts you in conference 
when you push several 


flashes busy signal if 
your party is on an- 
other intercom call. 


INSTANTLY... 
reminds you of wait- 
ing calls with signal 
lights. 


New from RCA... All-Transistor Intercom “ 


RADIO CORPORATION OF AMERICA 
Dept. Y-159, Camden 2, New Jersey 


Send information on new RCA Instant-Call transistorized intercom, 
please. 


NAME 


COMPANY } 


ADDRESS. 


CITY ZONE STATE 


Tmk(s) ® 
RADIO CORPORATION of AMERICA 


SOUND PRODUCTS e CAMDEN 2, NEW JERSEY 
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overall revamping of existing pro- 
cedures. Hitching a young horse to 
a limping cart will not get you there 
any faster. Correct usage of inter- 
communications equipment, however, 
will help increase the quality of tnat 
all-important end product. 
Following is a list of intercommuni- 
cations equipment on the market. It is 
not designed to represent all of the 
products of a single manufacturer, or 
all of the features included in any single 
product. Basically, the list is designed 
to act as a guide for those who wish to 
enter into further research on such 
equipment. The prices are subject to 
change at any time by the manufacturer. 


The Manufacturers 
Intercommunications Equipment 


Action Systems Co., 34 Cambridge St., 
Meriden, Conn. Action Systems offer 
four basic models using direct wires to 
connect each unit. Transmitting and 
receiving units consist of wall- and desk- 
type telephones, loudspeakers and mi- 
crophones. Two to 20 stations can be 
interconnected in a single system, with 
as Many as nine stations interconnected 
for a single conference call. Stations are 
called by voice paging and selector but- 
tons. Standard features include: busy 
signal, public address system cut- in, 
adaptability for use with dictating 
equipment, extension stations for secre- 
taries, and executive right-of-way. Clock 
and chime signals are available for exec- 
utive areas, in addition to regular phone 
signals. Telephone transmitting stations 
may also be connected to two-way loud- 
speaker stations. 


ee | 
iNTea enone 


—Aer10 yt 


Units featured above are examples of 

those using direct wire to connect sta- 

tions, by-passing a central switchboard. 

The top unit is from Action Systems Co., 

= lower comes from the Bogen-Presto 
0. 


Airmatic Systems Corp., 441 Mar- 
ket St., Saddle Brook, Rochelle Park, 
N. J. Airmatic, an associate of Inter- 
national Telephone & Telegraph Corp., 
has offered automatic and manual 
pneumatic tube systems for the trans- 
mission of mail, correspondence and 
small objects. Automatic document 
conveyors are also available. 


Allied Radio Corp., 100 N. West- 
ern Ave., Chicago 80. The Knight 
control unit which converts present 
one-way paging systems to selective- 
call intercom use, requires a switch- 
board operator. Calls are transmitted 
through cabinet-type wall units, loud- 
speakers and microphones with use of 
any public address amplifier and re- 
ceived through cabinet-type wall units 
or loudspeakers. Up to 40 stations can 
be interconnected in a single system. 
Public address system cut-in and vol- 
ume control are standard. Voice pag- 
ing or selector levers are used to call 
stations. Price range: $77.50 to $107. 


Dictograph DeLuxe Executive station is 
of the direct wire type. Conversations 
may be through loudspeaker or handset 
device. 


American Development Electronics 
Co., 210 Central Ave., Newark 3, N. J. 
The company has offered ADEC sys- 
tems of the direct wire type, using tel- 
ephones, cabinet-type desk units, and/ 
or loudspeakers for transmitting and 
receiving. Company is primarily en- 
goged in specialized high-grade sys- 
tems for special purposes. 

American Dynamics Corp., 445 City 
Line Ave., Philadelphia 31. Company 
offers battery-powered Dyna-Phone tel- 
ephone accessory which allows tele- 
phone conversations to be carried on 
by one, or many people, without use 
of hands. The transistorized device 
weighs less than four pounds; life of 
battery is approximately one year. Cost 
of unit, $69.50. 


American Telephone and Telegraph 
Co., 195 Broadway, New York 7. In 
addition to the large variety of simple 
and complex communications equip- 
ment offered by AT&T and subsidiary 
companies, the Call Director is the 


The Call Director from the Bell Tele- 
phone Systems may be used for inter- 
office communications as well as regular 
telephone connections. 


latest intercommunications equipment 
to be marketed by the Bell Telephone 
companies around the country. The 
Call Director is a telephone-type in- 
tercom unit available in an 18 button 
model, or a unit with a maximum of 
30 buttons. Each button represents a 
single station, lighting up to indicate 
incoming calls, lines in use, and lines 
on which calls are being held. The 
names and numbers beside buttons 
appear in rectangular windows. Units 
are available in decorator colors, with 
contrasting face plates. 

Auth Electric Co., Inc., 34-20 45th 
St., Long Island City 1, N. Y. Auth 
manufactures a wide variety of inter- 
communicating telephone and paging 
systems. New from Auth is the “Dial- 
In” IN and OUT system, used to de- 
termine presence or absence of execu- 
tives or key personnel. 

The Autocall Co., 160 Tucker Ave., 
Shelby, Ohio. The firm manufactures 
coded paging equipment using direct 
wiring by-passing switchboard. The 
signal sounds may be musical chimes, 
bells, or horns depending on the rela- 
tive sound conditions. The equipment 
also features limited or continuous sig- 
nalling, personal code sounding, and 
divisional paging. Price range, $82.50 
and up, plus signals and installation 

Automatic Electric Sales Corp. 
Northlake, Ill. The firm manufactures 
P-A-X internal business telephone sys- 
tems consisting of nine basic models 
using fully automatic central switch- 
board, plus auxiliary services. A large 
variety of wall- and desk-type tele- 
phones are available for transmitting 
and receiving as well as the Executive 
“Quick Call” cabinet-type desk unit. 
The “Quick Call” is used in conjunc- 
tion with regular or loud-speaking 
“hands free” telephone; unlimited sta- 
tions can be interconnected in a single 
system, up to 20 connections can be 
made for a single conference call. and 
any number of private conversations 
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Western Union’s Intrafax, message or 
note size equipment showing tributary 
station transceiver. Such systems serve 
large companies spread throughout the 
country. 


can be conducted simultaneously de- 
pending on the type of system. Stations 
are called by dialing or by button. 

Standard on the equipment is auto- 
matic ringing, busy signal, and dial 
tone. Optional features are: extension 
station for secretaries; volume con- 
trols; lock-out of incoming calls when 
busy; public address system cut-in; 
adaptability for use with dictating 
equipment, executive right-of-way; 
code call paging; connection with mo- 
bile radio equipment. Many other tel- 
ephone services offered. Price range, 
$210 and up, without telephones. 

Bell Systems (See: AMERICAN 
TELEPHONE AND TELEGRAPH 
CO.) 

Bliss Electronic Corp., Box 366, 
Sussex, N. J. The Bliss line of com- 
mercial and portable equipment in- 
cludes direct wire, automatic central 
switchboard units, and battery oper- 
ated automatic exchange units of six 
basic models. Transmitting and receiv- 
ing units are telephones of desk and 
wall type, cabinet-type desk units, and 
loud speaker or microphone units. 
Stations are called by dialing, voice 
paging, or automatic push-button 
switching. Two to 600 stations can be 
interconnected in a single system. From 
two to 50 may be interconnected for a 
single conference call, and from one to 
50 private conversations may be con- 
ducted simultaneously on the standard 
systems. Busy signal, automatic ring- 
ing, extension stations for secretaries, 
dial tone, and volume controls are 
standard equipment. Optional features 
include: public address system cut-in; 
adaptability for use with dictating 
equipment; executive right-of-way; 
lock-out of incoming calls when busy; 
code call paging; connections with 
mobile radio equipment; emergency 
alarms, and night trunks. Price range 


from, $125. to $30,000. $2. to $4. each, 


per month rental. 
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Bogen-Presto Co., Box 500, Para- 
mus, N. J. Four basic models make up 
the Bogen and Challenger line of inter- 
coms using direct wire to connect each 
unit, or central switchboards requiring 
an operator. Transmitting units are of 
the telephone desk- and/or wall-type, 
the cabinet-type for desk and wall, 
loudspeakers, and microphones. Re- 
ceiving units are telephones of the 
desk- and/or wall-type, and loud- 
speaker units. Any number of stations 
may be connected on a single system, 
with as many as 140 interconnected 
for a single conference call, depending 
on the type of system. Stations are 
called by voice paging, selector levers 
and buttons. Standard features are pub- 
lic address system cut-in, extension sta- 
tion for secretaries, credit authoriza- 
tion facilities, and volume controls. 


Emergency alarms are optional. Price 
range, $44.95 and up. 


P-A-X Executive Quick Call above pro- 
vides speaker-phone for “hands free” 
communication. System may also be used 
in conjunction with dictating equipment. 
Below, the Auth Dial-In system provides 
‘in” and “out” registration for executives. 


Cambridge Co., 224 N. Desplaines 
St., Chicago 6. The PrestoCall line in- 
cludes cabinet-type wall and desk units 
of direct-wire equipment. Unlimited 
stations may be connected for single 
conference calls, and inter-connections 
in a single system. New systems make 
use of single power supply of any re- 
quired out-put from two to 100 watts. 
No station has electrical components 
such as tubes, transistors, transformers. 
etc. Power supply unit is the only 
component said to require any serv- 
ice. Voice paging, selector levers and 
buttons are used to call stations. Op- 
tional features are busy signals, auto- 
matic ringing, and volume controls. 
Price range from, $10 up. 


Continental Manufacturing Inc., 
1612 California St., Omaha 2, Neb. 
Harmony line of equipment is of di- 
rect wire type with four basic models 
in line. Transmitting and receiving 
units are of desk- and wall-cabinet- 
type. Six stations may be intercon- 
nected for a single conference call. 
with six stations interconnected in a 
single system. Calling is by voice pag- 
ing, and selector levers. Volume con- 
trols are standard, with optional pub- 
lic address system cut-in. Price range. 
$100. to $500. 

S. H. Couch Co., Inc., 3 Arlington 
St., North Quincy 71, Mass. The Couch 
line includes direct-wire units and cen- 
tral switchboards, some automatic. 
some requiring an operator. Wall-and- 
desk-type telephones are used for trans- 
mitting and receiving. From two to 
200 stations can be interconnected in 
a single system, two to 10 stations can 
be interconnected for a single confer- 
ence call, and two to 10 private con- 
versations can be conducted simultane- 
ously. 

Selector buttons are used to call va- 
rious stations. Extension stations for 
secretaries, and code-call paging are 
standard. Price range, $50. and up. 

Dictograph Products, Inc., 95-25 
149 St., Jamaica 35, N. Y. The Dicto- 
graph line of six basic models of office 
intercommunications equipment, de- 
signed to meet a variety of require- 
ments, is of the direct wire type. Wall- 
and desk-type telephones, cabinet-type 
wall and desk units, loudspeakers and 
microphones are used for receiving 
and transmitting. Four hundred sta- 
tions may be interconnected in a single 
system, six stations may be connected 
for a single conference call, while all 
stations may conduct conversations si- 
multaneously. Stations are called by 
selector buttons or levers. Busy signal, 
executive right-of-way, volume con- 
trols, and lock-out of incoming calls 
when busy are standard features on 


Institutional systems such as this unit 
from Rauland-Borg, provide FM-AM ra- 
dio, transcription, and intercom facilities. 
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Many units are easily installed. The 
transistorized unit above is from Fanon. 


most models. Optional features in- 
clude: public address system cut-in; 
dictating adaptability; extension sta- 
tions for secretaries; credit authoriza- 
tion facilities; code call paging. The 
Dictograph Miracle Private paging 
system is a battery-powered unit fitted 
in the breast pocket, with a small tran- 
sistorized loudspeaker attached to the 
lapel. Price range, from $95. to $1100. 
per station according to size, Capacity, 
and executive connections. 

DuKane Corp., St. Charles, Il. 
Firm’s line of Flexiphone & Flexifone 
intercom equipment utilize direct wir- 
ing as well as systems with central 
switchboard requiring no operator. 
Telephones of the desk-and-wall-type, 
cabinet-type desk and wall units, and 
loudspeakers are used for transmitting 
and receiving. Microphones also avail- 
able for transmitting. An unlimited 
number of stations may be intercon- 
nected in a single system, with an un- 
limited number for a single confer- 
ence call. Stations are called by voice 
paging, dialing, and selector buttons. 
Standard features are busy signal, auto- 
matic ringing, dial tone, volume con- 
trols, and lock-out of incoming calls 
when busy. Optional features include: 
public address system cut-in; exten- 
sion stations for secretaries; credit au- 
thorization facilities; executive right- 
of-way; code call paging; connections 
with mobile radio equipment; emer- 
gency alarms. Firm also manufactures 
a wireless pocket-type paging unit, 
work-break signals, and background 
music systems. Price range, $200. and 
up. 
Edwards Co., Inc., 90 Connecticut 
Ave., Norwalk, Conn.The Edwards line 
includes telephone, signaling and pag- 
ing equipment of the direct-wire type. 
Current details were not available at 
press time. 

Executone, Inc., 415 Lexington Ave., 
New York 17. Executone line consists 
ot five basic systems of the direct-wire 
type using desk-type telephones, cabi- 
net-type desk and wall units, loud- 
speakers and microphones for receiv- 
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ing and transmitting. Unlimited sta- 
tions can be interconnected for a single 
conference call. Half the number of 
stations may conduct private conversa- 
tions simultaneously. Selector levers 
are used to call stations. Standard fea- 
tures are busy signal, automatic ring- 
ing, public address system cut-in, 
adaptability for use with dictating 
equipment, extension stations for sec- 
retaries, credit authorization facilities, 
executive right-of-way, volume con- 
trols, and emergency alarms. Price 
range, $69.50 and up. 

Fanon Electronic Co., Inc., 98 Berri- 
man St., Brooklyn 8, N. Y. Firm has 
eight basic models of transistorized 
wireless units, direct wiring units, and 
equipment utilizing a central, unop- 
erated switchboard. Telephones of the 
desk-and-wall-type, cabinet-type desk 
and wall units, and loudspeakers are 
used for transmitting and receiving. 
Stations are called by voice paging, 
dialing, selector levers and buttons. 
Standard features are busy signal, dial 
tone, and automatic ringing. Optional 
features include: public address system 
cut-in; adaptability for use with dic- 
tating equipment; extension stations 
for secretaries; credit authorization fa- 
cilities; executive right-of-way; vol- 
ume controls; lock-out of incoming 
calls when busy; connections with mo- 
bile radio equipment. 

Feiler Engineering & Mfg. Co., 8026 
N. Monticello Ave., Skokie, Ill. Firm 
manufactures Port-A-Phone wireless 
intercom of the cabinet, desk-type. In- 
terconnected stations in the system 
number 10 or more. Stations are called 
by voice paging. Standard features in- 
clude volume control, and Hush-A- 
Matic silencer. New automatic volume 
control feature is expected in the near 
future. Price range, $89. for a complete 
system of two units. 

The Grover Co., 25525 W. Eight 
Mile Rd., Detroit 19. Grover Transi- 
tubes are available in three basic auto- 
matic systems, and one conventional 
system. Systems vary from two-station, 
direct service types to more complex 
systems serving a hundred or more 
stations. Systems fall into two general 
categories: conventional (tube-directed 
carrier); automatic (self- or system- 
directed carrier). Dialamatic system 
utilizes ordinary phone-type dial for 
station selection. An unlimited num- 
ber of stations can be interconnected 
in. one system. Price range, $500. and 
up. 

Intelex Systems Inc., 67 Broad St., 


N. Y. An associate of International 
Telephone & Telegraph Co., formerly 
known as the International Standard 
Trading Corp. The company offers an 
extensive line of teletypewriter, punch- 
tape, and other wire communications 
equipment and facilities. 

Kellogg Switchboard and Supply Co., 
6650 S. Cicero Ave. Chicago 38. 
Firm's Direct-A-Call line of direct 
wire, internal telephone units utilize 
110V outlet. Models interconnect two 
to seven stations, with optional voice 
paging unit. Station signaling by se- 
lector buttons. 

Line Electric Co., 271 South 6th St., 
Newark 3, N. J. This company offers 
direct wiring, electric buzzer paging 
systems. As many as six stations may 
be interconnected in a single system. 
Price, $180 complete. 

J. M. Loge, Sound Engineers, 2171 
W. Washington Blvd., Los Angeles 18, 
Firm offers over 60 models in Kwik- 
Kall line of intercom equipment. Price 
range, $59.50 to $495. 

Michigan Electronics Inc., 854 N. 
Rockwell, Chicago 22. Firm produces 
Table Talk line of direct wire units. 
Transmitting and receiving is by cabi- 
net-type desk units and loudspeakers. 
Two stations may be interconnected in 
a single system; stations are called by 
selector levers. Optional equipment in- 
cludes: public address system cut-in; 
connections with mobile radio equip- 
ment; emergency alarms. Price range. 
$99.50 to $300. 


A Tele-Norm telephone station. Some 
units work through a central automated 
exchange. 2 


North Electric Co., 553 S. Market 
St., Galion, Ohio. The Privatel line of 
intercommunication units using an 
automatic central switchboard contains 
12 basic models. Wall- and desk-type 
telephones, loudspeakers, and Ericofon 
one-piece telephones are used for 
transmitting and receiving. Up to 
1000 stations can be interconnected in 
a single system. Six stations may be 
connected for a single conference call 
and 150 private conversations may be 
conducted simultaneously. Stations are 
called by dialing. Standard features are 
busy signal, automatic ringing and dial 
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Wired for savings... 


West Penn Power Company saves over *15,000 on correspondence 


...Saves executive man-hours...with Edison Voicewriter 


“We've discovered that Edison Voice- 
writer machine dictation can be tailored 
to meet the varying requirements of each 
department in our organization,” says 
Mr. J. F. McQuillin, Director of General 
Services for West Penn Power Company, 
Greensburg, Pa. “In our marketing, fi- 
nancial, and personnel departments . . . 
as well as in our executive offices . . . we 
use both individual Voicewriters and 
phone dictation systems to turn out 
essential paper work more rapidly, more 
efficiently, at annual savings of over 
$15,000. Even more important, we find 
that key personnel save hours on cor- 
respondence . . . have added time for 
other important functions.” 


A Voicewriter tryout is easy—for any 
office, large or small! No need to 
start off with a large system. With the 
all-new Edison Voicewriter, doubling as 


BE OUR GUEST! 


The Business Equipment Exposition 
National Guard Armory - Washington, D.C. 


SEPTEMBER 23-24-25 


A product of Thomas A. Edison Industries. McGraw-Edison Company, West Orange, N. J. In Canada: 32 Front Street W., Toronto, Ontario 


SEPTEMBER 1959 


a dictating instrument and a secretarial 
transcriber, any executive can quickly 
clean up correspondence at his desk, at 
home, or on the road . . . have “new” 
time for other work. Cost? Only $18.15 
a month. 


Secretaries like the Voicewriter, 
too! Your voice comes through accur- 
ately, without interruptions, on the 
Voicewriter Diamond Disc. By getting 
correspondence out of the way faster, 
with less effort, your secretary will have 
more time for the interesting responsi- 
bilities of a real ‘Girl Friday.” 


You can rely on Edison! There's a 
Voicewriter system to meet the corres- 
pondence needs of every business and 
professional man. And every Voicewriter 
user benefits from Edison’s 70 years of 
experience in office correspondence. 


Use Readers’ Inquiry Coupon on Page 94 


Edison Voicewriter 


CD. i.) 


There’s an 
EDISON product for every 
dictating and recording need 
. . . the individual Voicewriter, network 
systems using dial or Televoice phones, 
pocket-size battery-operated Midge- 
tape. For free demonstration, or litera- 
ture, write Dept. 64-09 below. 
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BiandbergA 


3-SPEED ¢ 4-TRACK 
TAPE RECORDER / PLAYBACK 


tells you 4 

*what was said | 4 

ee how it was said 
who said it 


ference, every word, every nuance of ex- 
pression is faithfully preserved on tape 
with the Tandberg 4. 

The ‘Tandberg 4 adds pinpoint accuracy 
to your post-conference decisions. Whis- 
per-quiet, unobtrusive, casy to opcrate, 
it will record up to 17 hours on a stand- 
ard 7” reel of tape! Its handsome, wood- 
grained mahogany finish is a compli- 


ment to the good taste of your office. 


Complete with microphone, input-output cables, lug- 
gage carrying case, take-up reel, instruction manual, 


$349.50. 


ACCESSORY REMOTE CONTROL FOOT PEDAL 
Tape recorder will operate only when foot pedal is 
depressed; stops when foot pedal is released. You can 
record only pertinent sections 
of conversations. Or, your sec- 
retary can transcribe entire 
conversations without constant , 
rewinding to locate skipped 
portions. 


TANDBERG 4F (same as Model 4, but com- 
plete with remote control foot pedal and 4-ft. 


cable) $399.50. 


Want more information? Drop a card to Dept. 09 


8 Third Avenue * Pelham, New York 


Use Readers’ Inquiry Coupon on Page 94 
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Tools of the Office 


tone. Optional features include public 
address system cut-in adaptability for 
use with dictating equipment, extension 
stations for secretaries, credit authori- 
zation facilities, executive right-of- 
way, lock-out of incoming calls when 


busy, code call paging, connections 
' with mobile radio equipment and 


emergency alarms. Also available is a 
rotary line group, 2-party service fea- 
ture, which ties lines to other auto- 
matic switchboards when all lines in 
one are busy. Price range, $750 and 
up. 

Radio Corp. of America, Sound Prod- 
ucts, Camden 2, N. J. New from RCA 
is the all-transistorized Instant-Call, a 


| desk-type cabinet unit with push-button 
| station selection. Busy signals, chimes 


and lights to announce calls, and vol- 
ume control, are a few of the features 
available. Unit does not utilize opera- 
ted switchboard. 


Rauland-Borg Corp., 3535 W. Addi- 
son St., Chicago 18. Firm has a variety 
of models in the Ampli Call line of 
intercom equipment. Models are of di- 
rect wire type, and central switch- 


| board units not requiring operators. 


Transmitting and receiving units are 
of the desk-and-wall-type, cabinet-type 
desk units, and loudspeakers. Micro- 
phones are also available for transmit- 
ting purposes. Up to 221 stations can 
be interconnected in a single system 
with as many stations capable of par- 


_ ticipating in a single conference call. 
_ Stations are called by voice paging, se- 
_ lector levers and buttons. Standard fea- 


tures are public address system cut-in, 
extension stations for secretaries, ex- 


| ecutive right-of-way, and volume con- 


trols. Optional features include: lock- 
out of incoming calls when busy: 
emergency alarms. Firm also has new 
series of central sound equipment in- 
corporating intercommunications — fa- 


cilities. Price range, $40. to $2500. 


Stromberg-Carlson Co., Div., of Gen- 
eral Dynamics Corp., Rochester 3, 
N. Y. The KEY-municator loudspeak- 


| ing system offers two series of master 


stations: the’ series “600,” which utili- 
zes vacuum tubes, and the series 
"1200," a completely transistorized 
unit. Station selection is by pushbutton. 
Voice paging is used for calling sta- 
tions in the “600” series while the 
“1200” series makes use of chimes and 
lights for that purpose. Master stations 
have complete lock-out to insure pri- 


vacy. A smaller remote sub-station is 
available for plant or secretary loca- 
tions. Complete systems consist of up 
to 100 stations. 


Wm. M. Smith Co., 20 Ferguson 
Ave., Broomall, Pa. The Call/Sender 
line has 3 basic models of the direct- 
wire type. Wall and desk cabinet-type 
units are used for transmitting and re- 
ceiving. Up to 7 stations can be con- 
nected in a single system, up to 7 sta- 
tions can be connected for a confer- 
ence call and from 1 to 3 private con- 
versations can be conducted simultane- 
ously depending on the model. Sta- 
tions are called by voice paging, dial- 
ing or selector levers. Price range: 
$49.75 for a complete set of two sta- 
tions and up. 


Talk-A-Phone Co., 1512 S. Pulaski 
Rd., Chicago 23. Firm offers both wire- 
less and direct wire units in a number 
of basic models. Transmitting and re- 
ceiving units are of the telephone desk- 
type, cabinet-type desk and wall unit, 
and loudspeaker. Up to 100 stations 
can be interconnected in a single sys- 
tem, with 10 to 20 interconnected for 
a single conference call. Stations are 
called through voice paging and se- 
lector buttons. Standard equipment has 
busy signal, automatic ringing, exten- 
sion stations for secretaries, executive 
right-of-way, and volume controls. 
Public address system cut-in is op- 
tional. Price range, from $62. up. 


Tandberg of America, 8 Third Ave., 
Pelham, N. Y. Company offers three 
basic models in the Centrum line of 
direct wire intercom equipment. Trans- 
mitting and receiving units are of the 
cabinet type for desk and wall. As 
many as 22 stations can be intercon- 
nected in a single system; stations are 
called by voice paging. Standard fea- 
tures are: busy signal; executive right- 
of-way; volume controls; lock-out of 
incoming calls when busy. Price range, 
$79.50 to $261. 


TelAutograph Corp., 8700 Bellanca 
Ave., Los Angeles 45. TelAutograph 
Telescribers are direct-wire units trans- 
mitting messages in “electronic long- 
hand” with the use of an electrified 
stylus. Wall and desk cabinet-type 
units are used to send and receive the 
messages. Unlimited number of sta- 
tions may be set up for intercommuni- 
cations. Dialing and selector buttons 
are used to call stations. Standard fea- 
tures include busy signal, automatic 
ringing, executive right-of-way, and 
lock-out of incoming calls when busy. 
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Tools of the Office 


| 
| 


Price range: Transreceiver transmit- | 
ting unit, approximately $1350; Re- | 
ceiver receiving units, approximately | 
$765. Equipment may also be leased. 


Tele-Norm Corp., 55 W. 42nd St.,| 
New York 36. Tele-Norm line has | 
equipment using direct wire connec- | 
tion, and central switchboard requir- 
ing no operator. Transmitting and re-| 
ceiving units are. telephone desk-and- | 
wall-type, loudspeaker, and micro- | 
phone units. Number of stations to be | 
interconnected in one system is un- | 
limited. Stations are called by voice 
paging, dialing, selector levers and 
buttons, light or bell code. Standard 
features are busy signal, automatic 
ringing, dial tone, lock-out of incom- 
ing calls when busy, and emergency 
alarms. Optional features include: pub- 
lic address cut-in; extension stations 
for secretaries; executive right-of-way; 
volume controls; code call paging. 
Price range, $40 and up. 

The Teleregister Corp., 445 Fair- 
field Ave., Stamford, Conn. Firm offers 
specialized systems for transmission 
and display of data. Teleregister sys- 
tems are found in brokerage houses, 
transportation facilities, hotel, and 
banking facilities throughout the coun- 
try. 

Teletype Corp., 1400 Wrightwood 
Ave., Chicago 14, Ill. Company has 
produced equipment designed for both 
long distance and internal applica- 
tions. Equipment consists mainly of 


teletypewriters, teleprinters, transmit- | 


ting and switching devices, tape 
punches, readers and similar equip- 
ment. 


Transelectric Mfg. Co., 53 Hope- | 


well Rd., Oxford, Pa. The Fonex line 
consists of equipment of the direct- 
wire type. Transmitting and receiving 
units are available in the telephone- 
type for desk and wall, cabinet-type 
desk units, and loudspeakers. Several 
hundred stations may be intercon- 


nected in a single system, with four to | 
five stations capable of a single con- | 


ference call. Standard features are, 
busy signal, public address cut-in, ex- 
tension stations for secretaries, execu- 
tive right-of-way, volume controls, 
lock-out of incoming calls when busy, 
and connections with mobile radio 
equipment. Available as an optional 
feature is machine adaptability for use 
with dictating equipment. 


Let us show you 
how you can make 
your office dictating 
and transcribing 


0% SIMPLER 


on, 


2 


with the 
MAGAZINE 
LOADING 


dictating/transcribing machine 


Here is a new concept in dictating/transcribing machines ...engineered and guild- 
crafted by the company that makes world famous NORELCO Hi-Fi Components, 
and Electric Shavers. Five simple con- 

trols operate all dictating and tran- Comparison-shop the dictating machine 
scribing functions! Tape magazine market...you'll discover that no other ma- 
permits easy, fumble-proof loading! chine offers so many time-saving, money- 
New, better sound assures clear voice saving features...at such a modest price! 


reproduction to speed typing and pre- 
vent fatigue! iat . only 179.50 (pus tax) com- | 


The Norelco 35’s compact size, light plete with loaded magazine, log pad and | 
weight and 35 minute dictating ca- ‘uSt cover, plus choice of (A) microphone/ 
pacity make it ideal for dictation at Speaker, or (B) stethoscope headset with 
home, in your car...or for recording foot control, or (C) stethoscope headset 
important on-the-spot information in with typewriter control (latter at slight 

the field! additional cost). 


‘ ete ete NORTH AMERICAN PHILIPS CO., INC. Dictating Equipment Division 
Try the Norelco ‘35’ in your ft yen ane Hicksville, Long Island, N.Y. Om-9 
own office and discover how | nagaagy —s bebaie 
much time and effort it can | Yes, | am interested in finding out how the Norelco ‘35’ dictating/tran- 
save you in the preparation | scribing machine can help make my office dictation and transcribing 
of records, correspondence, i 50% simpler and more pleasant. 
reports, or other business | ~ 0) Kindly send additional literature. 
paperwork. Mail coupon for | (CD Please arrange a free demonstration, in my office... without obli- 
a free demonstration...with- ‘ 
out obligation! “iy gation on or about (date). at (time). 

Address. 
City. Zone. State. 
Attention of Title. 


In Canada, the Norelco ‘35’ is known as the ‘Philips’ dictating machine and is 
distributed by Philips Industries, Ltd., 116 Vanderhoof Avenue, Toronto, Ontario. 
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Tools of the Office 


Vocaline Co. of America, Inc., 100 
Bristol Bldg., Old Saybrook, Conn. Vo- 
caline’s line of Vocatron equipment is 
of the “wireless” type. The units are 
small portable stations of the cabinet 
type, plugged into existing electrical 
circuits. Some models are designed 
with extra power for longer distances. 
Stations are called by voice paging, all 
units hearing all transmissions. The 
201 model has a privacy switch which 
prevents eavesdropping. The new 
model CC-60 features compact design, 
measures three by eight by six inches. 
Price range, from $44.98 to $59.75. 
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One unit in Fonex line from Transelec- 
tric using direct wiring between stations. 


Wheeler Electronic Corp., 150 E. 
Aurora St., Waterbury 20, Conn. Firm 
offers a line of “self-powered” tele- 
phones of the wall-type, using direct 
wire connections. As many as 12 sta- 
tions can be interconnected in a single 
system, with half that number capable 
of a single conference call. Stations are 
called through a selector switch. Price 
range, from $35. to $40. 

Wheelock Signals Inc., 273 Branch- 
port Ave., Long Branch, N. J. The 
firm’s line of Code Call equipment is a 
paging system of numerical codes 
sounded on bells, chimes, horns, and 
other audible signal devices. Cabinet- 
type desk units activate stations by se- 
lector buttons. Some features are, pro- 
gram unit, night telephone connection, 
and watchman’s call. Price range, $100. 
to $300. exclusive of signals. 

The Western Union Telegraph Co., 
60 Hudson St., New York 13. In addi- 
tion to its extensive wire transmission 
facilities, Western Union offers Intra- 
fax, a facsimile communications in- 
strument which transmits copies of 
written, drawn, or printed matter, be- 
tween points connected by wire or 
radio channel. Intrafax systems are 
custom-built to fit requirements of 
specific company operations, and are 
available at fixed monthly rates. Intra- 
fax is used for local intra-office com- 
munciations and intra-office communi- 
cations within one city or between 
cities located hundreds of miles apart. 


48 


Dictating and Transcribing 
Equipment 


American Geloso Electronics, Inc., 
312 Seventh Ave., New York 1. Firm's 
Stenotape machine utilizes re-usable 
magnetic tape as recording medium, 
with two hour dictating capacity. Stand- 
ard features are push-button control, 
tape index and log pad, and carrying 
case. The 712 pound portable unit also 
has foot pedal controls, and receiving 
earphones as optional accessories. 


American Dictating Machine Co., 
Inc., 51 W. 45th St., New York 36. The 
Rex Recorder line includes individual 
units for dictating and transcribing, as 
well as combination units. Recording 
medium is magnetic disk which may be 
re-used “thousands of times’, and has 
a recording time of ten minutes. Net- 
work systems are available for use with 
existing telephone facilities. Standard 
features on dictating units are: micro- 
phone controls; playback through loud- 
speaker. On the transcribing unit, foot 
pedal controls, telephone handset con- 
trols, playback through microphone, 
and main unit controls are standard. 
Playback through earpieces and loud- 
speaker are optional features. Price 
range: $90 per station; $300 per cen- 
tral unit. 


Calculator Equipment Corp., 556 
Central Ave., Orange, N. J. The Van- 
guard line of equipment has individual 
units for transcribing, dictation, and 
combination units for both dictating 
and transcribing. Recording medium is 
re-usable magnetic sheet, with a maxi- 
mum recording time of 10 minutes. 
Standard features on the dictating unit 
are: controls on microphone; controls 
on machine; playback through loud- 
speaker. Standard on the transcribing 
unit are: foot pedal controls; playback 
through microphone; controls on main 
unit; playback through earpieces. Letter 
length and corrections are indicated on 
index slip. The Vanguard Midget is a 
portable, battery powered unit, weigh- 
ing three pounds. Price range: Van- 
guard, $270. to $350; Midget, $255. to 
$299.50. 


Cole Steel Office Machines Inc., 415 
Madison Ave., N. Y. The Cole Dictator 
has re-usable magnetic tape medium, 
with a two hour recording capacity. 
Controls for dictation are provided on 
microphone. Dual recording track pro- 
vides space for corrections and addi- 
tions; tape counter may be used in con- 
junction with Log Pad for graphic pic- 
ture of each recording. Weight of the 


Dictator is 11 pounds, four ounces. Op. 
tional equipment includes: foot control; 
stetho-clip with earphone; telephone 
adapter. Price range: $220. 


Comptometer Corp., 1735 N. Paulina 
St., Chicago 22, Ill. The Comptometer 
line of machines includes basic models 
of combination units for dictating and 
transcribing, individual transcribing 
units and individual dictating units. 
Recording is done on magnetic belts 
which have a maximum recording time 
of 10 minutes and which are indefi- 
nitely re-usable. Standard features on 
the dictating unit are microphone con- 
trols, and playback through microphone 
and loudspeaker. On the transcribing 
units standard features are foot pedal 
and main unit controls, adjustable play- 
back speed, playback through micro- 
phone and earpieces. 

A punched log strip indicates length, 
errors are erased automatically and in- 
structions are given directly on the belt. 
A portable, battery-powered model is 
available with standard or optional car- 
rying case. Price range: approximately 
$300. to $450. 


Dictaphone Corporation, 420 Lex- 
ington Ave., New York 17. Company 
has four basic models in Time-Master 
line of machines utilizing plastic belts 
as a recording medium. Dictating units, 
transcribing units, and individual com- 
bination units for both dictating and 
transcribing are available, as well as 
network systems. Medium is used once 
only, with recording times of 15 and 30 
minutes. Standard on the dictating unit 
are: controls on microphone; playback 
through loudspeaker. Transcribing unit 
has as standard features: foot pedal con- 
trols; playback through loudspeaker; 
adjustable playback speed; controls on 
telephone handset; playback through 
microphone; remote control of receiv- 
ing unit; controls on main unit; play- 
back through earpieces. Microphone 


Efficiency of traveling representatives has 
been improved with portable units. (Pic- 
ture courtesy of the Gray Mfg. Co.) 
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MAKES POSSIBLE WORLD'S MOST EFFICIENT, VERSATILE. 
REMOTE OR NETWORK DICTATION SYSTEMS 


BUCY MEN 7 UGE 


Single executive ‘Miracle Mike"’ desk set connected to Scribe SI-70 remote 
recorder transcriber. Machine permanently at secretary's desk. ‘‘Miracle Mike"’ 
controls all functions of remote dictation. 


/ 
i Bs ik nt ta ala nel ta 


Three executive "Miracle Mike"’ desk sets with Single SI-70 Scribe remote re- 
corder and SI-60 transcriber. Allows secretary to transfer SCRIBE-PAK tape 

iber freeing central hine for di ion while previous 
terial is being ibed 


buoy Mein est linn 


(1) Exclusive Miracle Mike controls all operations 
of the machine. (2) SCRIBE PAK Preloaded tape 
magazine snaps on—no irksome threading, no 
need ever to touch the tape. (3) Play back re- 
cording through Miracle Mike. Combination sin- 
gle and double earset supplied for transcribing. 


DEALERS—WRITE FOR PROTECTED TERRITORY INFORMATION 


WRITE FOR FULL DETAILS TODAY 


Name 
Company 
Address 


SCRIBE DISTRIBUTORS CO. DEPT. OM-9 Pn 
6949 W. North Ave., Oak Park (Chicago), Ill. a 
Please send me complete information about the new ° 
SCRIBE dictation systems. is 
& 
° 
eo 
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A PRODUCT OF SCRIBE INTERNATIONALE, A DIVISION OF GENERAL SINTERING CORPORATION—Franklin Park, Illinois. 
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Six executive ‘Miracle Mike" desk sets connected to 2 Scribe S$i-70 remote 
recorder- transcribers. When either machine is in use (indicated by light on 
lect switch on desk set permits other dictators to select 
ote t need depends on work load requirement. 


idle machine. $ P 


The above are representative remote installations. Any 
combination of the various Scribe remote dictation sys- 
tems can be devised to suit your needs. 


NO OTHER DICTATION SYSTEM RECORDS WITH THE CLARITY OF 
scrise! SCRIBE SI-70 remote is the most versatile and 
efficient equipment available for any kind of remote or 
network system. Scribe records your dictation on reusa- 
ble, high fidelity Mylar magnetic tape—preloaded in 30 
or 60 minute tape magazines. Every syllable is recorded 
crystal clear. With magnetic tape you just dictate over 
errors as you go. All operations are controlled by finger- 
tip touch at the exclusive ‘Miracle Mike.”’ Rugged, com- 
mercial-size Scribe remote dictation systems are versatile 
—ideal for switchboards, intercom systems, or any re- 
cording needs. See your Scribe dealer for the system best 
for your requirements. 


49 


i 
yne : a ies oie at ; 4 | Fe ig 
) # yg , ; } 3 
7 TERETE ; 
ul he ee eeeee | | 
one t e & 
els 
nd . 
ng 
its, 
Its 
me & 
of}. ' 
on * 
yn. 
| NS 
ng = - 
dal : é fh Sse > 
Ay ; ‘ ail : 
r0- : 
EE eee : 
th, j 
is a $ oo 
‘ly > eo) > a) | 
~~ a © ee $ oa 
SS" Ges -ee2 <—~ whe = | 
X- “> Ge, : PRC \ yes Cee : . > | 
‘ ~ : - tor ‘ Vikise gor ae | 
ny 2 — pee 8 em So aw H 
‘ ee bs Core ee fe b @ e 
er Se Ls og ; 
ts, s sa : e om os | : 
as ’ 2 < % "a" f 
ce , ce 
50 j > 
: —_ q < , 
; se cole Ne, 
¥ coal | ° 
Nit f 4 ao. QO ah | 
. Ss \ 
vt . oy 
on ; 
th 
v- a 
y- Oe 
a 
eG 
. 
; e 
. + 
4 a 
; . 
+ 
. 
. 
. 
© 
. . 
. o 
. . 
. a . 
ee 
) &§ a 
: Pp = 
a ‘ 1 8 Mies wet ee —_ . 5 q 
i i || — “> ee 


Tools of the Office 


button activates length indicator. Price 
range: Time-Master dictating machine, 
$375; Dictet portable recorder, $294. 


De-Jur Amsco Corp., 45-01 Northern 
Blvd., Long Island City 1, N. Y. The 
De-Jur Grundig Stenorette is an indi- 
vidual combination unit for both dic- 
tating and transcribing which uses a 
recording medium of re-usable mag- 
netic tape with a maximum recording 
time of 30 and 50 minutes. Microphone 
and machine controls are standard on 
the dictating unit with optional play- 
back through loudspeaker. The same 
unit has transcribing controls in the 
form of typewriter bar or foot pedal, 
with double or single earpiece. Play- 
back is through microphone, loud- 
speaker, or earpieces. Letter length is 
indicated on a log pad while electronic 
erasing and correction is done on the 
tape itself. Weight of unit is 11 pounds, 
10 ounces. 


New from DeJur is the Stenorette 
Companion, fully transistorized, port- 
able dictating machine weighing six 
pounds including battery. Magnetic tape 
reels are interchangeable with office- 
size Stenorette, and give 30 or 50 min- 
utes of dictating time. 

Controls and playback are on micro- 
phone, with push-button control on 
main unit. Nickel-cadmium battery 
gives four hours of dictating; battery 
can be recharged by plugging it into 
an accessory 110v, AC charger, or auto- 
mobile cigaret lighter socket. Tele- 
phone adapter for recording both ends 
of a telephone conversation, and ear- 
phones are optional accessories. 

The DeJur-Grundig Stenomatic dic- 
tating machine is specifically designed 
for letter-size dictation. Recording me- 
dium is an envelope-size, re-usable mag- 
netic sound sheet allowing six minutes 
of recording time. A self-injection, and 
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self-ejection system provides automatic 
loading of sound sheets. Playback is 
through microphone or loudspeaker. 
Dictating and review functions are con- 
trolled from microphone. An accessory, 
known as the voice-operated relay, will 
start and stop the machine automati- 
cally when the voice is directed at the 
microphone. Weight of the unit is 14 
pounds. Price range: Stenorette, 
$179.50; Stenorette Companion, $199; 
Stenomatic, $279.50. 

Thomas A. Edison Industries, Me- 
Graw-Edison Co., West Orange, N. J. 
The Edison Voicewriter has a number 
of basic models in a line using plastic 
disks as a recording medium. Disks are 
of the permanent-type with a maximum 
recording time of 20 minutes per side. 

The Voicewriter M-E Executive 
model dictating machine has micro- 
phone controls, playback through loud- 
speaker or microphone, remote control 
marking of index slip, and “advance 
warning” safety system. The warning 
system consists of a buzzer which sounds 
if the user has overlooked an opera- 
tional step, a ticking signal to indicate 
the approaching end of the disk, a turn- 
table indicator, and a modulation light. 
The ME-T Secretarial model is equip- 
ped with foot pedal controls, adjustable 
playback speed, and receiving earpieces 
for playback. The illuminated index 
panel shows a white light for length 
marks, and a red light for correction 
marks. A combination unit for both dic- 
tating and transcribing is also available. 
A Network system called the Edison 
Televoice, utilizes existing telephone 
facilities. Price range: Executive model, 
$385; Secretarial model, $360. 

Geiss-America, 6424 North Western 
Ave., Chicago 45. Firm offers three 
basic models in Minifon line of indi- 
vidual combination units for both dic- 
tating and transcribing. Recording me- 


dium is re-usable magnetic tape and/or 
wire. Maximum recording time is 30 
minutes. Standard on most units are: 
controls on microphone, playback 
through microphone. Playback through 
loudspeaker is optional. Transcribing 
facilities are typewriter controls, foot 
pedal controls, and playback through 
earpieces. All units are portable, two 
units are battery-powered. Units vary 
in weight from two pounds to 7% 
pounds. Carrying cases are optional. 
Price range: $199.50 to $289.50. 


The Gray Mfg. Co., 16 Arbor St. 
Hartford 1, Conn. The Gray Audograph 
line includes three basic models of 
combination dictating and transcribing 
units, dictating or transcribing only, 
and networks systems. Recording me- 
dium is plastic disk which can be re- 
used 50 | momagre maximum record- 
ing time of 30 minutes on each side. 
Standard features on dictating units in- 
clude: controls on microphone; controls 
on machine; playback through loud- 
speaker. Standard on transcribing units 
are: foot pedal controls; adjustable play- 
back speed; controls on telephone hand- 
set; playback through microphone; re- 
mote control receiving unit; playback 
through earpieces. 

Key-Noter model DB-6, nickel cad- 
mium battery operated, will also operate 
from 12v. automobile cigarette lighter 
outlet. Key-Noter models are available 
with or without index, or battery; 
weight is five pounds, 10 ounces. The 
Key-Man model is designed for execu- 
tive purposes; a telephone-type receiver 
connects One or two stations with re- 
mote unit generally located on stenog- 
rapher’s desk. Dictating controls are on 
telephone handset. The Gray Phonau- 
dograph remote control telephone dic- 
tation system contains built-in facilities 
for connection to PBX and PAX phone 
systems, with option for voice-operated 
relay. For the network systems 20-, 30-, 
and 60-minute recording disks are avail- 


Dictating and transcribing machines utilize various recording media. The Dictator 
unit at left from Cole Steel Office Machines Inc., uses magnetic tape. The Time- 
Master unit, center, from the Dictograph Corp., uses a plastic belt as recording 
medium. The Edison Voicewriter, ME-T Secretarial model at right uses a plastic disk. 
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The magnetic medium takes various forms, and is generally highly re-usable, 
and easily erased. The Stenocord machine at left, and the unit from Pierce 


Dictation Systems at right, utilize magnetic belts as recording media. The 
DeJur-Grundig Stenomatic, center uses envelope-size magnetic sound sheet. 


able. Price range: Key-Noter without 
index, $259.50; Key-Man model with 
one remote station and transcribing ac- 
cessories, $473.52; Gray Phonaudo- 
graph V Central Recorder, $1,285.00; 
Individual Phonaudograph V Remote 
Telephone Station, $75.00. 

Michigan Electronics, Inc., 854 N. 
Rockwell, Chicago 22. Firm produces 
Travel-Corder line in three basic models 
of individual combination units for 
both dictating and transcribing. Record- 
ing medium is re-usable magnetic tape 
cartridge with 11 hours of recording 
time. Standard for dictating are ma- 
chine controls, with controls on micro- 
phone; playback through loudspeaker 
optional. Transcribing facilities avail- 
able are foot pedal controls, playback 
through loudspeaker, or microphone. 
Some units have voice activation which 
controls machine by use of the voice. 
Portable, battery-powered model weighs 
two pounds, 11 ounces. Price range: 
$289.50 to $499.50. 

Miles Reproducer Co., Inc., 812 
Broadway, New York 3. Firm’s Walkie- 
Recordall utilizes a plastic belt single- 
time, recording medium which gives 
eight hours of recording time. Units for 
transcription only, for dictation only, 
and combination units are available. 
Standard features include: controls on 
microphone; controls on machine; play- 
back through loudspeaker. Standard on 
the transcribing unit are: playback 
through loudspeaker; adjustable play- 
back speed; remote control of receiving 
unit; controls on main unit; play- 
back through earpieces. Foot pedal 
controls are optional. Recorder may be 
started or stopped by voice actuation. 
A portable battery-powered unit is 
available weighing eight pounds. com- 
plete with carrying case. Network sys- 
tems are available using special wiring. 
Price range: $350.00 and $450.00. 

Minnesota Mining and Mfe. Co.. 900 
Bush Ave., St. Paul, Minn. Firm pro- 
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duces the Scotch Brand Magnetic Dic- 
tating Machine as an individual com- 
bination unit for dictating and tran- 
scribing, and a portable unit. Re-usable 
magnetic tape recording medium gives 
15 minutes recording time. Standard 
features are: controls on microphone 
and machine, playback through loud- 
speaker; foot pedal controls, adjustable 
playback speed; playback through ear- 
pieces. Retractable microphone is 
housed within machine after use. Bat- 
tery powered model weighs four 
pounds, and is adaptable for use through 
automobile cigarette lighter. Price 
range: Office machine, $335.00; Port- 
able model, $305.00. 

No. American Philips Co., Inc., Dic- 
tating Equipment Div., 230 Duffy Ave., 
Hicksville, L. 1, N. Y. The Norelco 
“35” is a portable office dictating and 
transcribing machine weighing less 
than 8 Ibs. which uses magazine loads 
of magnetic tape which can be re-used 
indefinitely. There are five controls 
to handle all operations. The micro- 
phone adjusts to all voice levels. Thirty- 
five minutes of dictation can be record- 
ed on one tape reel. Dictating acces- 
sories for the machine include micro- 
phone ‘speaker and log pad; tran- 
scribing accessories include foot con- 
trol, typewriter control, stethoscope 
head set and single earpiece. Price 
range: $179.50 with choice of either 
transcription or dictating accessories. 

Olkon Research Corp. of America, 
Vanguard Business Machines Div., 150 
Sylvan Ave., Englewood Cliff, N. J. 
Vanguard dictating and _ transcribing 
equipment employs magnetic paper as 
the recording medium. Maximum con- 
tinuous recording time is about 10 
minutes but the paper can be re-used 
indefinitely. Machines are offered for 
dictating and transcribing or for trans- 
scribing only. Dictating controls are on 
the microphone or on the unit itself. 
Remote control is also available. Play- 


back is through the microphone or loud- 
speaker. Transcribing units permit con- 
trols on foot pedals, a typewriter unit, 
or on the machine itself. Playback is 
through earpieces. Indexing is accom- 
plished on an index strip by means of 
marker. 


Walkie-RecordAll 


view of the 
from the Miles Reproducer Co., Inc. 


Inside 


Pierce Dictation Systems, 5900 N. 
Northwest Highway, Chicago 31. Pierce 
Dictation Systems include individual 
combination units for dictating and tran- 
scribing, individual units for dictating 
or transcribing, and network systems. 
The units make use of magnetic belts 
which have a maximum recording time 
of 15 minutes, and which may be re-used 
10,000 times. Standard features on the 
dictating unit include telephone hand- 
set, machine and microphone controls, 
playback through speaker and micro- 
phone, and remote control of receiving 
units. The transcribing units have as 
standard features: foot pedal controls; 
adjustable playback speed; playback 
through earpieces. Other features in- 
clude unlimited measured review on 
network and individual machines from 
microphone control. Network system 
with automatic selection is also avail- 
able in addition to microphone and 
telephone networks with manual selec- 
tion. Letter length is indicated by a 

(To page 54) 
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ONLY 719922 


LOWEST PRICED MAGNETIC- 
BELT DICTATING MACHINE TODAY! 


NOT JUST ANOTHER ‘TAPE RECORDER’! 


@ PORTABLE! 
@ FULLY AUTOMATIC! 


@® RE-USABLE, MAILABLE MAGNETIC-BELT! 


@ EXCLUSIVE DUAL-PURPOSE 
DICTATE-CONFERENCE MICROPHONE! 


MAIL THIS COUPON TODAY! 
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STENOCORD OF AMERICA, Inc. PACIFIC INSTRUMENTS CORP. 
TO: 29 Broadway, New York 6, N.Y. 


Phone: BOwling Green 9-1480 Phone: Hollywood 2- 1151 
Dear Sirs: 


Please phone and arrange for a Stenocord demonstration in my office. 
| understand there is no obligation for this free trial. 


Name Company 
Address 
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Tools of the Office 


( Continued ) 


punch on both individual and nework 
machines. A second punch is offered on 
the network machines for deferred cor- 
rections, but in most cases errors are 
automatically erased by the dictator. 
Portable battery-powered units weigh- 
ing 412 pounds are available with op- 
tional carrying cases. The firm’s PBX- 
PAX recorder using magnetic media is 
voice-actuated for both operating and 
review purposes. Price range: $320.00 
to $394.00. 


Dictating systems may be centrally lo- 
cated with remote stations containing 
necessary controls. The Gray Phonaudo- 
graph V remote control central record- 
ing station shown here is connected to 
telephone stations containing dictating 
control buttons. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 94. 
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Scribe International, Div. of General 
Sintering Corp., 10005 Franklin Ave., 
Franklin Park, Ill. The Scribe line of 
equipment includes three basic models 
using magnetic tape as recording me- 
dium, which can be re-used indefinitely 
with a maximum recording time of one 
hour. Combination units as well as in- 
dividual units for transcribing and dic- 
tating are available, as well as network 
systems. Standard features on dictating 
machines are microphone controls, play- 
back through loudspeaker or micro- 
phone, and remote control of receiving 
units. Standard features on the tran- 
scribing unit are foot pedal controls, and 
playback through earpieces. Punched 
holes in time index cards indicate letter 
length, while errors are corrected by the 
person dictating. Network systems make 
use of existing telephone facilities, and 
require no special wiring. Operating 
functions of the machine are controlled 
automatically. Price range: $290. to 


$325. 


The SoundScriber Corp., 6 Middle- 
town Ave., North Haven, Conn. Firm's 
Traveler-portable uses a recording me- 
dium of plastic discs which may be 
re-used several times. Maximum re- 
cording time per disk is 15 minutes, 
seven and one-half minutes on each 
side. The Travel-portable is a combina- 
tion dictating and transcribing unit 
weighing six pounds. Standard on the 
unit are: microphone controls; foot 
pedal controls; adjustable playback 
speed; playback through microphone or 
earpieces. Unit is transistorized, oper- 
ates on regular flashlight batteries last- 
ing three to six months. Network sys- 
tems are available for use with existing 
telephone facilities. Price range, $350. 


Stenocord of America, Inc., 29 
Broadway, New York 6. Firm has line 
of equipment using magnetic belts as 
recording medium. Units are available 
for dictation only, transcription only, 
or combination units for dictation and 
transcription. Network systems are 
also available. Maximum recording 
time of one belt is 12 minutes, while 
belt may be re-used indefinitely. The 
Stenocord BD is basic model in line. 
Standard on the dictating unit are con- 
trols on microphone, controls on ma- 
chine, and playback through micro- 
phone. Machine operation is controlled 
through the microphone, which also 
contains signal lights. Standard on the 
transcribing unit are foot pedal con- 
trols, adjustable playback speed, con- 
trols on main unit, and playback 


through earpieces. Optional is the re- 
mote control of receiving unit. All 
units are portable, weighing eight and 
one-half pounds. Carrying case, and 
inverter for automobile cigarette 
lighter are optional. Network systems 
require special wiring, or may be used 
in conjunction with existing PBX fa- 
cilities. Length of letter and correc- 
tions are indicated on punch index. 
Stenocord D series is reported to have 
only four moving parts. Price range, 


from $199.50 up. 


Top: Miracle Mike remote control desk 
station from Scribe Distributors Co. 
Center: Geiss-America, Minifon using 
magazine-loaded magnetic tape. Below: 
DeJur-Grundig Stenorette Companion. 


Next Month 
Microfilm Equipment 
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COPIES ANYTHING THE EYE CAN SEE! 


The fabulous new PHoToRAPID Electra combines all copying operations — 

and does it twice as fast! 

© Copies anything ... from any color ...in any light! te 

* Quality reproduction unequaled by any other machine! All the copies you need ‘ 
from one master. 


© Whitest whites, blackest blacks, sharpest details even with 
inexperienced operators! 


) e e Anyone can learn in just five minutes to make perfect copies every time! 


cs FREE TRIAL Call, wire or mail coupon to nearest f 
Photorapid Division Office today! 


: eae ae Pa We would like @ free trial of the PHOTORAPID ELECTRA in our : F 
, - i os 2OCOY 2e CORPOR ATION office without obligation, 
a py Sa a aa bed NAME 
: TITLE 
EASTERN DIVISION | CENTRAL DIVISION | WESTERN DIVISION FIRM NAME 
Dept, OM 2 Dept. OM 2 Dept. OM 2 ADDRESS 
236 Fifth Avenue 3620 Oakton Street 142 Oregon Street 
New York 1,N.Y. | Skokie, Illinois El Segundo, Calif. pei lr FIRE eye See: 
MuUrray Hill 9-3676 | JUniper 8-1600 ORegon 8.9025 PHON : 


DUnkirk 5-7291 
Ue ig, ee og DEALER INQUIRIES INVITED 
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Machine being used: Photorapid Electra 


CHECK THE AMAZING 


e No experience necessary. Anyone can learn to 
make perfect plates in a few minutes. 


e No expensive equipment or supplies! Use 
MaGI-PLATE with your present photocopy 
equipment and a simple low-cost accessory. 


e Direct photocopy images of anything the eye 
can see...from halftones, solid images and 


ADVANTAGES OF 


VMIAGI-PLATE, 


By GEVAERT| 


MAGI-PLATE, 


colors! Makes sharp, clean solid photo- 
graphic lines! 


© 75% less plate mortality before printing! 
¢ Up to 40,000 copies! 


© Cleanest plate-making process ever developed! 
Nothing to stain fingers or clothing! 


FREE TRIAL in your office or plant. 


Call, wire or mail coupon to your nearest Photorapid Division office 


CORPORATION. 


EASTERN CENTRAL WESTERN 

DIVISION DIVISION DIVISION 

Dept, OM 2 Dept. OM 2 Dept. OM 2 

236 Fifth Avenue 3620 Oakton Street | 142 Oregon Street 

New York 1, N.Y. Skokie, IMinois El Segundo, Calif. 

MUrray Hill 9-3676 JUniper 8-1600 ORegon 8-9025 
DUnkirk 5-7291 


We would like to try PHOTORAPID MAGI-PLATE at 
office without obligation. neos OM-2 


oe : 
TITLE a 
FIRM NAME 
ADDRESS 

CITY ZONE__STATE 


DEALER INQUIRIES INVITED 
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NEW! Photlorapta. 
PIONEER Il 


PLATEMAKER 


tio The only self-contained unit 
SR pig a designed for perfect production 
of offset plates! 


With the ryyy- 


Ei by 
The PIONEER UL is the first unit of its kind a 
—a completely self-contained offset vacuuin printer 
and processor. Designed for perfect reproduction from 
paste-ups! Eliminates opaqueing and clean up! 
@ Makes press-ready offset plates in 60 seconds for just 39¢ each with MaGi-PLATE! 
if @ Electrically operated vacuum pump for the ultimate in quality work! 
@ Clearest possible plates with runs of 40,000 copies and more without loss of quality. 

@ One-piece self-contained unit replaces bulky, expensive equipment. 

@ 14” x 17” printer surface. Makes plates from any copy—even bound books and rigid paste-ups. 


@ Also available as Pioneer I with all features of Pioneer II except vacuum frame. 


2 y & Pe oO Gi 74 y Qa £4 We would like a free trial of the PHOTORAPID Pioneer Ii 
a “fe ih fs aacfh in our office. (No obligation, of course!) 
‘ ia porayial NAME 
WESTERN CENTRAL EASTERN dei tone 
DIVISION DIVISION DIVISION FIRM NAME 
Dept. on-s Dept. OM-2 Dept. OM-2 ADDRESS 
142 Oregon Street 3620 Oakton Street | 236 Fifth Avenue 
El Segundo, Calif. | Skokie, iNinois New York 1, N.Y. city ZONE STATE 
ORegon 8-9025 JUniper 8-1600 MUrray Hill 9-3676 PHONE 
DUnkirk §-7291 
DEALER INQUIRIES INVITED 
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Automation— 
(From page 37) 


Using two RCA 501 systems, the 
center will compute trade confirma- 
tions, monthly statements for custo- 
mers, the firm’s daily record of stock 
held and margin dealings. Mr. Lewis 
envisions the center as the nucleus of 
a giant automated clearing house for 
the 150 principal members of the New 
York Stock Exchange. 

“Enormous savings would result,” 
Lewis declared. “Streetside clearing of 
stocks would be eliminated and a cen- 
tral depository then established. Cus- 
tomer debit balances would be held 


collating job in 7% hours” 


centrally and financed by a line of bank 
credit. Brokerage firms would then be 
relieved of back-office functions and 
would concentrate on research, invest- 
ment advice and other customer serv- 
ices.” 

The IBM Datacenters, to be operated 
by the company’s Data Processing 
Division, will each house a million 
dollar IBM 7070. Customers will sup- 
ply their own programmers and oper- 
ators. 

“The Datacenter policy,” Gilbert E. 
Jones, general manager of the Divi- 
sion, said, “is in effect a natural exten- 
sion of the customer centers we have 
operated for years. These centers pro- 


Collating duplicated sheets into sets has been a 
tiresome, time wasting task in our office for 


as long as I can remember. 


Now with our new Thomas Collator—what a 


difference! One girl, one collator, one hour... 
in what used to take all day and... no mad 
scramble to meet last minute deadlines. 
Why not write the people at Thomas for complete 
information—or a free demonstration? If you’re 
like my boss and me... you’ll be glad you did. 


Thomas Collators Ine. 
50 Church St., Dept. E,N. YN. Y. qu 


u 


» 


® 


Use Readers’ Inquiry Coupon on Page 94 


vide customers with educational facili- 
ties, industry seminars, libraries of 
packaged computer programs, and 
program test facilities. The added serv- 
ices available at the Datacenters are de- 
signed to accommodate businesses con- 
fronted with peak loads beyond 
capacities of their data processing sys- 
tems as well as customers whose 
present needs do not require full-time 
operations.” 

Distinguishing between Datacenters 
and the company’s subsidiary, the Serv- 
ice Bureau Corporation, Mr. Jones 
pointed out that a service bureau per- 
forms a total package operation — it 
studies an application problem, pro- 
grams it, then runs it on a data proces- 
sing system, and delivers it to the cus- 
tomer. 

“With the Datacenters,” he said, “we 
give the customer the key to the 7070 
and he runs his own work as he would 
on his own premises. This is an ideal 
way for a business to automate manual 


| or convert punched card accounting 


methods and to assure a smooth cut- 


over to full-time operation as the 


business grows.” 

IBM systems experts expect that the 
Datacenters will be of particular value 
to businesses preparing to install their 
own 7070 equipment. The availability 
of blocks of time is expected to permit 
a business to increase its Computer op- 
erations gradually so that 100 per cent 
utilization will be possible when its 
own 7070 goes into action. Companies 
will be able to train data processing 
teams without pressure, to check out 


_ applications feasibility and perfect pro- 


grams on a laboratory basis. 

Typical applications that might be 
accomplished in an hour's time are: 

e Determining for a manufacturing 
company the immediate component re- 
quirement for an average of 7,000 pro- 


duction schedules. As many as 75,000 


bill of materials records may _ be 


searched to locate the 25,000 pertinent 
| to these production schedules. 


e Posting up to 10,000 daily trans- 
actions to a bank’s file of 200,000 in- 
stallment loans, at the same time pre- 


| paring a tape for the printing of 
delinquency notices. 


e Arranging 200,000 railroad 
freight car movement records into 
complete sequence. 

e Processing up to 32,000 daily 


trade (buy and sell) transactions for 


a brokerage firm, simultaneously pre- 
paring a tape from which confirma- 
tion notices can be printed. 
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MATTHEWS LIBRARY 


Make 5 dry, easy-to- 
read white copies in 
1 minute for 2¥2¢ each 


Verifax outperforms any other 
copier you can name! 


Compare the lowest priced Veri- 
fax Copier — the $99.50 Bantam — 
with any other copier at any price! 


It gives you all the extras of 


Kodak’s completely different 
copying method. Copies all writ- 
ing,+ typing, drawing—ballpoint, 
crayon, what have you? Makes 
one- or two-sided copies, copics 
on printed office forms, or card 
stock. Makes translucent white- 
print-machine “masters.” Even off- 
set masters, with low-cost adapter! 


Yerifax Copying 


DOES MORE... COSTS LESS 
MISSES NOTHING 


Price shown is manufacturer's suggested price 


Another important point: 5 or 
more Verifax copies can be made 
at a time for 244¢ each. They're 
on white bond-type paper, too— 
the kind you prefer to get and are 
proud to send. They are as perma- 
nent as typed letters—as easy to 
read, handle, file, or mail. 

Why wait? Even the smallest 
office will save the Verifax Ban- 
tam’s $99.50 cost in a few months. 


343 State Street, Rochester 4, N. Y. 


Name 


Company 


Gentlemen: Send booklet describing Verifax Copiers and short 21-5 
cuts for boss and secretary. Also names of nearby dealers. 


Position 


PAYS TO HAVE A BANTAM IN EVERY 
DEPARTMENT! HOW ABOUT YOURS? 


It’s not unusual to find 20, 30, 40 or 
more Verifax Copiers in larger com- 
panies. Lets everyone make copies 
right on the spot—right in his own 
department. The savings in “travel 
time” to a distant copier soon pays 
for your new copier. 

Phone \ocal Verifax Dealer for free 
demonstration. See “Yellow Pages” 
under duplicating or photocopying. 


eeeeeeeceeesoeeees MAIL COUPON TODAY -seee2e22222 2222008 
EASTMAN KODAK COMPANY, Business Photo Methods Division 72-9 


Street 


Kodak 


City State 


TRADEMARK 


and 1s subject to change without notice. 
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Order Forms— 
(From page 30) 


statistical copy, commission computa- 
tion copy, customer's acknowledge- 
ment, salesman’s order copy, charge 
slip, packing slip, and three bills of 
lading. The first six parts of the form 
are stapled together down the right- 
hand side and the last five parts are 
stapled together down the left-hand 
side. Parts seven and eight are individ- 
ual so that they can be mailed to the 
customer and salesman. This stapling 
is done so that separation of the two 


wig to write a letter... 


important sections can be made with 
ease and with no danger of losing 


copies when they are distributed. 
When an order comes in showing 
that shipment has been made from an 
agent’s warehouse only the first six 
parts of the form are used. The major- 
ity of orders, however, require all 
13 parts. As they come in they are 
typed up, all information being en- 


tered except the amount shipped, 


prices, extensions, shipping informa- 
tion and backorder data. The first col- 
umn of the form is reversed for back- 
order information, the remainder pro- 


“5 to process a purchase order... 


@ what does it cost you 
to prepare a check = 


The above figures—$1.75 for a letter and 
$5.00 to process a purchase order, are 


commonly accepted costs. 


How about checks? You write hundreds 
of them— payroll checks — cash disburse- 
all kinds of 


incidental checks, and travelers expense 


ments — dividend checks — 


checks. 


The Traveletter® System is not a 
panacea for all your check worries, but 
it will eliminate the hundreds of reim- 
bursement checks issued annually to 
Traveletter has 
proved a major savings in this area to 


traveling personnel. 


"Traveletter”—Reg. U.S. Pat. Off. 


companies such as United Aircraft Cor- 
poration, A. B. Dick Company, Hughes 
Aircraft Company and many others .. . 
under the soundest and most economical 


System of control yet devised. 


How much does it cost your company 
to prepare a check. It would be worth 
your while to make a survey and com 
with the cost of 
Traveletter. Let us 
Traveletter can effect other surprising 
savings, eliminate delays and home office 


pare your figure 


show you how 


headaches, and enable your travelers to 
get immediate réimbursement for expenses 
wherever they may be. 


Traveletter 


. » » Modern System for Handling and 
Controlling Travel Expenses Since 189 


Descriptive Brochure on Request 


TRAVELETTER CORPORATION 


. Greenwicn 6, ConNECTICUT 


Use Readers’ Inquiry Coupon on Page 94 
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vides space for all other information. 

After typing, the forms are separa- 
ted, the last five being sent down to 
the shipping department for action. 
The first six parts are retained in the 
office and filed numerically until notice 
of shipment is received, but part five, 
the statistical copy is removed. On this 
copy a clerk writes in price book in- 
formation for the later benefit of the 
pricing clerk. This is filed alphabetical- 
ly and also serves as a tracer Copy to 
answer any information requests that 
may come in. 

Down in the shipping department 
the top copy of the five parts sent there 
is removed and given to a warehouse- 
man. He attaches it to a clipboard on 
his fork-truck and uses it as a quick and 
easy reference as he drives through the 
warehouse making up the order. 

The packing slip and bills of lading 
are retained by the shipping depart- 
ment for its purposes, but the charge 
sheet is returned to the office. On it are 
notations as to the quantity of mater- 
ials shipped and how much has been 
backordered. The pricing clerk consoli- 
dates this information with that of the 
statistical copy and enters the prices on 
the charge sheet. The matching invoice 
papers are then pulled from the file 
and prepared on the IBM 632 type- 
writer-calculator. This machine re- 
quires only that prices and quantities 
shipped be entered; it then computes 
the totals automatically including 
chain discounts, and enters them on 
the form. 

While this is not a complicated pro- 
cedure, it is a vast improvement over 
the previous one, thanks in large part 
to a couple of special features incorpor- 
ated in the design of the forms. The 
whole form represents a distinct change 
from the previous ones used, but in the 
bill of lading sections two departures 
from accepted design were incorpora- 
ted with great success. 

Our accounting methods require that 
we indicate the four different types of 
packaging we use when shipping and 
how many feet are in each for each 
product. On a normal bill of lading, 
however, there is only one column 
provided for listing the number of 
packages. Listing on the old forms, 
therefore, became long and involved. 

The forms design device employed 
to save vertical spacing on the bill of 
lading section and to answer our ac- 
counting requirements at the same time 
was to break down the “Number of 
Packages” column into four specific 


(To page 68) 
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Screen of USG ARMORWEAVE decorative expanded metal with E-Z WALL framing. 


| Pergmere NEW E-Z WALL by U.S.G. 


C MOVABLE PARTITIONS 


Only 3 basic components ...less than 30 parts in all 


‘ Simplicity is the keynote of these smart new movable partitions by U.S.G. 
New E-Z WALL, with just 3 basic design components —less than 30 
fully-modular parts —installs quickly, easily, economically. Made of sturdy, | 
laminated gypsum board, E-Z WALL features all the important advantages of 
permanent partitions plus unique adaptability for fast relocations. . . 
and far greater economy. 

For full details about this remarkably easy way to solve your space-control 
problems, see your nearby U.S.G. Partition Contractor, or mail coupon below. 


ee ee ee ed 


_ 


—  akenieniententententententenentestententententen 


| United States Gypsum 
Dept. OM-91, 300 W. Adams St., Chicago 6, Ill. 


| Gentlemen: 
| Oo ag nd ee y mend about the new, simplified E-2 
lovable system. 
U N IT E D | o i am imees | in a demonstration of the new E-Z WALL 
® , lovable Partition. 
STATES eeu 
UNITED 
STATES Company 
GYPSUM Meeerree iaiiires: 


The greatest name in building | City Zone____State 
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Sit on it, stand on it-— 


ASE’s honeycomb top will Keep its perfect surface 


Productive people are active people. Good to 
have around, but hard on furniture. This edge- 
sitter, for instance, might harm another desk. 
But ASE’s exclusive honeycomb top will stand 
many times his weight. This same construction 
is used in airplanes for its strength and ability to 
keep a perfect surface. Tops on all ASE desks are 
made this way. Yet, you pay no more for this extra 


quality that adds so much to value and service. 
Give your active people efficient, attractive 
furniture from ASE. It’s quality made to stay 
looking nice. It requires minimum maintenance 
—protects your investment for years to come. 
Let your ASE dealer show you this complete line 
of office furniture. He will be glad to assist with 
your floor planning and decorating, too. 


ASS: E 


ALL-STEEL EQUIPMENT Inc., Aurora, Illinois 


Desks + Chairs + L-units « Credenzas + Tables 
Bookcases + Filing Cabinets + Storage Cabinets 


Use Readers’ Inquiry Coupon on Page 94 
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OFFICE 
DESIGN 


FURNISHING 


The above office arrangement by Itkin Brothers shows “Sicilian Polka Dot” curtains 
ot fortisan. Photo by courtesy of F. Schumacher & Co. 


WITH this issue, Office Management inaugurates 
“Office Design and Furnishing,” a new section which 
will be devoted each month to the “physical office.” 
We plan to cover in succeeding issues all aspects of 
the office working environment — that environment 
which affects so directly — and so significantly — the 
quality of the work we do. 


THE section this month offers a comprehensive review of the 
new man-made materials, and new combinations of natural mater- 
ials, which are transforming the furnishings and accessories of so 
many offices in America today. 


NEW MATERIALS IN TODAY’S OFFICE 


The “DiLido” car- 
peting, above, is 70 
per cent Verel, 
Eastman modified 
acrylic fiber, and 
30 per cent wool. 
Picture at left 
shows conference 
table with Fiberes- 
in top. Photos by 
courtesy of East- 
man Chemical and 
Fiberesin Plastics. 
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s ~ SS ~_ 
Office arrangement by Desks, Inc., shows “Tabriz” curtains of rayon 
cross stripe. Photo by courtesy of F. Schumacher & Co. 


lf 
a gen i: mite 

vf ve. a SC 
Vinyl wall covering, above, is Guard Architectural Wall Covering Sys- 


tem. Photo by courtesy of Columbus Coated Fabrics Corp. 


Canvas based wall covering, below, is “Wall-Tex” by Columbus Coated 
Fabrics. 


Modern sectional is upholstered in 
Chromspun by Eastman Chemical Corp. 


Man-made materials 
enhance office decor 


By Mary Lyons 


IT IS the great prerogative of Mankind, 
above all other Creatures, that we are 
not only able to behold the works of na- 
ture, or barely to sustain our lives by 
them, but we have also the power of 
considering, comparing, altering, as- 
sisting, and improving them to various 
uses.” 

This statement by Dr. Robert Hooke, 
written in the preface of his famous 
“Micrographia” in 1665, might well sum 
up the genius and stimuli which have 
developed the technology of man-made 
fibers and synthetic materials. 

In Dickens’ day, offices were bleak 
and relatively cheerless places, inhab- 
ited by overbearing executives and un- 
happy employees. Bad tempers seemed 
to flourish in those dark ungracious 
places, and it was not unusual to hear 
surly Scroogelike employers disagree- 
ably issuing orders from their dreary 
quarters to frightened bookkeepers 
seated outside in dismal cubicles. 

Office employees even in more recent 


Desk, above, has top ot Micarta. Photo 
by courtesy of Westinghouse. 
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BASIC TYPES OF MAN-MADE MATERIALS 


Fibre 


VINYL 
Velon 


Saran 


POLYESTER 
Kodel 


Dacron 


POLYAMIDE 
Nylon 


Caprolan 


ACRYLIC 
Dynel 


Acrilan 


Creslan 


Darvan 
Orlon 
Zefran 
Verel 


CELLULOSE ESTERS 
Acetate 


Arnel 


CELLULOSE 
REGENERATED 
Rayon 


Fortisan 


Cuprammonium 


Source 


vinyl resins 


petroleum and salt water 


coal, air, water, and petroleum 


coal, air, water, and petroleum 


coal, petroleum, natural gas, corn 
cobs, air and water 


coal, petroleum, natural gas, corn 
cobs, air and water 


natural gas, salt, 
water 


ammonia, and 


natural gas and air 


natural gas and air 


nytrile 


Properties 
strong and highly abrasion resistant; easy to maintain; retains color and 
appearance well 


durable; low moisture absorption; 
insects; cleans easily; takes dye well 


resists chemicals, fire, mildew and 


resilient; good hand; resistant to piiling, heat, and wrinkles; excellent 
wash and wear results; takes dye well; outstanding in dimensional sta- 
bility 


resilient; has good stability; sunproof, easy to launder; requires little or 
no ironing; moth and mildew proof 


extra durability; elasticity; high strength; dimensional stability; abrasion 
resistance; easy wash; little or no ironing; wrinkle moth and mildew- 
resistant 


o marked affinity for color; luxurious hand; high tensile strength 


soft, yet tough; easy to clean; quick to dry; sheds wrinkles; does not 
shrink or stretch; can be dyed almost any color; resists mildew, insects, 
and combustion 


blends with practically any fiber, natural or man-made; also used alone; 
washes easily; dries fast and requires little or no ironing; high dimen- 
sional stability; resists shrinkage, wear, heat, moths, chemicals and 
mildew; can be dyed in broad range of colors 


sheds wrinkles; has dimensional stability; washes and cleans well; dries 
fast; distinctive hand; warmth without weight; dyes well; resists abrasion, 
sun, moths, and mildew 


softest man-made fiber; resilient; sun-resistant; superior resistance to 
normal wash and wear; almost no pilling; blends well with other fibers 


coal, air, water, petroleum, limest 
polyacrylonite modified with dye re- 
ceptive 


modified acrylic fibers 


carbon, hydrogen, and oxygen 


wood pulp 


wood pulp and cotton linters 


wood pulp 


wood pulp and cotton linters 


resistant to mildew, sunlight, soot, smoke, acids and wrinkles; easy to 
care for; dries quickly 


longwear and good stability; colorfast; good resistance to wrinkles, 
moths, mildew, pilling; blends with any other textile fiber; versatile 


warm; pleasant texture; high resilience; wide range of cyeability; re- 
sists crush, soil, flame, abrasion, chemicals, sunlight, moths, and mildew 


soft drapey hand; does not soil or stain readily; good dimensional 
stability 


easy care; good washability; resistance to high heat, moths, and mildew; 
retains crease; resists wrinkles 


strong; versatile; easy to care for; excellent affinity for dyes; most widely 
used synthetic fiber 


unusually strong; great dimensional stability; used extensively in blends 
with other fibers 


versatile; strong; absorbent; takes dyes well 


Definition of Terms—Hand (Feeling of fabric)—Pilling (Fluffy little balls which 
appear on surface of certain fabrics) Stability of Quality retaining ) 


By Courtesy of Design 
Center for Interiors 


SEPTEMBER 1959 
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Above is St. Regis’s Panelyte floor. 


X 


Above are Saranspun draperies by National Plastics Products. 
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Woven wood draperies by Tropicraft are pictured above. 


Desk has St. Regis’s Panelyte top. 
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Modern offices provide a soothing atmosphere 


days were forced to tolerate not only 
minute wages, but also a thirteen-hour 
day and a six-day week—with perhaps 
one night off for courting (for the male 
employees). Evidently the women 
worked almost ceaselessly. Aside from 
such obvious morale disadvantages, 
their physical working environment 
was extremely gloomy. Good lighting 
and air conditioning were, of course, 
then things of the future, and the 
benches and tables at which they sat in 
their otherwise barren rooms, were 
coarse and ugly. 


66 


The average executive's office was 
almost equally unattractive, and cer- 
tainly helped explain his traditional 
stern humor. Old nicked wooden desks, 
stiff uncomfortable chairs, and other 
unpleasing atmospheric factors cer- 
tainly didn’t serve to improve his dis- 
position. 

It is interesting to observe the revo- 
lutionary changes which have taken 
place in offices during the past cen- 
tury. Today, office employees may con- 
tentedly busy themselves at their tasks 
in well-lighted and ventilated sur- 


roundings. Their working environment 
is certainly conducive to high morale. 

Office executives, too, have very 
little environmental reason for irasci- 
bility these days. The modern execu- 
tive’s office is carefully designed to be 
attractive and comfortable in every 
way. His quarters are usually graced by 
carpeting and drapery; and ceramics, 
abstracts, or cave paintings may adorn 
his office walls. He is also very often 
equipped with storage units designed 
for his specific storage needs such as 
bar cabinets, and hi-fidelity radio, pho- 
nograph, and television installations. 

Because of today’s highly pressured 
competition in the business world, 
many new and nerve-soothing devices 
have been developed for office use. For 
example, after an exhausting morn- 
ing, today’s executive may relax hap- 
pily upon a chair with a built-in per- 
Cussion massage unit. 

There is certainly no doubt that the 
modern office has been generously 
stocked with a variety of morale, ego, 
and health-building characteristics. 

Although the trend toward empha- 
sizing office comfort and beauty began 

To Page 84) 
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PLAID DESIGN 
Celotone’ Tile 


A striking new idea in acoustical ceilings .. . 
beautiful travertine-fissured tile with striated | 
design that adds textural interest. Incombustible = 
mineral fiber. Perfect wherever you want perma- . 
nently efficient sound conditioning plus ultra- 
smart distinction. Office appearance . . . employee 
comfort and efficiency . . . these, too, benefit from 
this investment in Quiet plus Beauty. 
Your Acousti-Celotex Distributor offers the 
widest selection.of products and installation OO ame 
methods and invites you to take advantage of his 
expert Ceiling Consultation Service in the early 


planning stages. No obligation. s ee 
Because he is a member of the world’s largest HS ae 
acoustical organization, your Acousti-Celotex *, >. S ’ 
Distributor alone can offer technical skill 4. >»; a Ne ~ 
and product superiorities resulting from i J re “Dy Y fo 
34 years of Celotex leadership in PRS oN ey Or: a 
sound conditioning. se "PSSA ar OSes oS 


(inset) Striations on each 12 in. x 12 in. tile create 
overall plaid design without visible joint lines. 


The Celotex Corporation, Dept. O-99 
120 S. LaSalle St., Chicago 3, Illinois 
Without cost or obligation, please send me your booklet 


“Sound Conditioning for Office Workers” and the name of my 
nearest Acousti-Celotex Distributor. 


Acousti-(etotex 


REGISTERED U. S. PAT. OFF. 


ound Cneldtini 


| Name a 

| Firm is india daa caciinin esermeasmeaal 
Products to Meet Every Sound Conditioning Problem... Every Building Code | Aédévee fete 
The Celotex Corporation, 120 S. LaSalle St., Chicago 3, Illinois | ee ‘ 
In Canada: Dominion Sound Equipments, Limited, Montreal, Quebec City eee ee 
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Form helps firm revamp order procedures 


(From page 60) 

columns—one each for cartons, coils, 
reels and bundles. This simple forms 
design device reduced the anticipated 
length of the form to approximately 
one-fourth of its length over the usual 
layout, and was a big factor in influ- 
encing our accountants to accept the 
whole system. 

This vertical condensation of bill 
lading description length made it pos- 
sible to incorporate on one piece of 
paper the original order data, plus 
secondary writings (quantity backor- 
dered and feet shipped), plus ship- 


ping department secondary writings 
(date shipped, specific routing, num- 
ber of packages and weight) on all 
three bill of lading copies. Bills of 
lading thus designed serve as copies of 
the order and give packing slip infor- 
mation, as well as providing their pri- 
mary service. One piece of paper is 
easier to handle, has less buik and is 
far simpler for reference purposes. 

A second forms design device incor- 
porated in the same section enables us 
to use it as a local delivery sheet. Spe- 
cific descriptive information, normally 
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ADDRESSING IS A 
~H=S NAP— 


WITH CARBON -INTERLEAVED 


DUPLISWA? 


ADDRESSING LABELS 
Dupli-Snap Labels help make 


- "A 


) 
VS 


( 


| 


\ 


multiple mailings easy, eco- 
nomical and efficient. After 


all, a typist, a typewriter and 
Dupli-Snap Labels give youa 
complete addressing depart- 
ment — at low cost. To learn 
more about Dupli-Snap La- 


bels and how they can put 
“snap” into your mailings — 
write today for free informa- 
tion. 


®T.M. Reg. U.S. Pat. Off. 
Duplisnap is Reg. T.M. in Canada 


AT YOUR FAVORITE STATIONER 


EUREKA SPECIALTY PRINTING CO. 


Scranton, Pennsylvania 


Use Readers’ Inquiry Coupon on Page 94 


sate + Go Mare 


blocked out on a bill of lading is left 
in on ours. Thus full information as 
to the type of item being delivered is 
readily available for the carrier and we 
do not have to make out another form 
to cover such a contingency. 

Since we now have uniform large- 
size forms, we are able to include all 
products on the one form for invoicing 
purposes. Previously, the invoices were 
of such a size that it was impossible to 
list all the products covered by one or- 
der. In addition, we had different de- 
partments handling different products 
and we wrote separate invoices for 
each. Consequently, we were using 
many additional invoices. With the 
new form, we have been able to cut the 
invoice paper amount used by close to 
25 per cent. 

While there are still other improve- 
ments to be made, we feel that this 
first move has been the most important. 
It represents a complete turnabout in 
operations, a break with the past. Now, 
any improvements necessary can be in- 
corporated in the system and not, as in 
the past, become mere additions to it. 


Variable Annuities 

(From page 28) 
Fund policyholder can allocate up to 
50 per cent of his premiums to the 
stock fund. At least 50 per cent must 
be allocated to the association toward 
purchase of a fixed-dollar annuity. 
More than 50,000 teachers have 
bought variable annuity contracts un- 
der the plan. 

Other organizations which have been 
gaining experience in the variable an- 
nuity field are the Participating An- 
nuity Life Insurance Company, Fay- 
etteville, Ark., formed in 1954; Vari- 
able Annuity Life Insurance Company, 
organized in Washington, D. C., in 
1955 and Equity Annuity Life Insur- 
ance Company, Washington, formed 
in 1956. These companies have been 
licensed to do business in West Vir- 
ginia, Kentucky, Arkansas and North 
Dakota. 

A debate of the pros and cons of 
the variable annuity plan inevitably 
revolves around two key questions: 

1. Will the cost of living continue 
to rise? 

2. Does the market value of common 
stock rise and fall with the cost of 
living? 

Metropolitan’s Ecker contends that 
inflation is not inevitable. He says that 
in the past there has been little infla- 
tion except in periods of war and im- 
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Maintenance Pure latex 
costs nil* foam rubber 
| throughout* 
a / 
Finest 
tailoring and PP. 
i. 
workmanship v construction” 
Pail 
- 
One-piece 
cost Adjustable 
aluminum seating ** 
bose** 


No “seat wobble’) *. 
—individually Sy Easily 


machined replaceable 


center bushings** casters” * 


“All Fine-Rest Chairs 
**All Fine-Rest Swivel Choirs 


Globe-Wernicke makes 
business a pleasure 


because “chair tatigue’’ is gone forever 


From typist to president, everyone in the 
office can have a luxurious, comfortable 
Globe-Wernicke Fine-Rest® aluminum chair. 
Seats of deep, resilient foam rubber over 
no-sag springs are standard on every Fine- 
Rest chair. Five upholstery materials, in a 
brilliant array of 44 decorator colors, give 
you an infinite variety of fabric and color 
combinations. The soft reflective surface of 
aluminum blends perfectly with any office 
color scheme. Only Fine-Rest offers a com- 
plete line of office chairs with so many extra 
comfort features. These additional features 
and benefits are illustrated at left. 

The Globe-Wernicke dealer in your city 
has the complete line of Fine-Rest chairs. 


Call him soon.* Free illustrated brochure 
showing all chairs with full speci- 
fications available from Globe- 
Wernicke dealers . . . or write us 
direct, Dept. G-9. 


*Dealers listed in Yellow Pages under ‘ Office Furniture 
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THE GLOBE-WERNICKE Co. 


CINCINNATI 12, OHIO 
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...-with the new 


Take more than a look 
...take a copy! 


“Thermo-Fax” Microfilm Reader-Printer 


Any filmed record is found quickly on the large, clear screen 
of the ‘“Thermo-Fax”’ Microfilm Reader-Printer. And legi- 
bility equals that of superior microfilm readers. But this 
versatile machine does far more than a mere reader to 
make your microfilm system more practical. 

Only the ‘“Thermo-Fax” Microfilm Reader-Printer also 
makes a sturdy work-size print of any microfilmed document 
in seconds! Yet this amazing machine costs little more 
than a good reader alone. 

To learn how this machine’s quick, inexpensive copies 
of microfilm records can speed work in such departments 
as bookkeeping, accounting and transit, mail the coupon 
below. Or call your local dealer. 
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REGISTERED TRADEMARK OF 
MINNESOTA MINING AND 
MANUFACTURING COMPANY 


«+ WHERE RESEARCH IS THE KEY TO TOMORROW 


Minnesota Mining and Manufacturing Company 
Dept. FBD-99, St. Paul 6, Minnesota 


Please send me facts on the new “’Thermo-Fax” Microfilm 


Reader-Printer. 
Name 


fam Company — . 


Address_ 


City — Zone___ 


mediately following them. Declaring 
that there have been lengthy periods 
in which the cost of living continued 
to rise while stock prices fell, he asks: 

“Can a retired individual living off 
the income from a variable annuity 
change his standard of living, change 
his rent bills, or other fixed items, 
with the rapidity that the stock market 
changes?” 

On the other hand, Prudential’s 
Shanks feels there is a good possibility 
that the economy will continue to spi- 
ral and that the resultant dollar dip will 
continue to squeeze those living on 
fixed incomes. His charts indicate that 
over the long run, the trend in the 
stock market has closely followed the 
movement of the consumer price in- 
dex. 


Erosion of the dollar 


From 1880 to 1958, Shanks says, 
the dollar has lost over 70 per cent of 
its purchasing power. More than half 
of the total increase in the cost of liv- 
ing, Prudential economists claim, has 
occurred during periods of peace. Re- 
butting Metropolitan Life’s arguments 
that prices return to normal following 
wars, they state that in 1929, ten years 
after the end of World War I, prices 
were still 69 per cent above the 1915 
level. Pointing to the fact that there 
has been no price correction since the 
close of World War II, Shanks notes 
that the cost of living today is 50 per 
cent above the level at the end of 
1945. 

Lending weight to the Prudential 
argument is a study made recently by 
Victor L. Andrews, pension expert and 
professor at the Industrial Manage- 
ment School at Massachusetts Institute 
of Technology. In an article in the 
US. Department of Labor’s Labor 
News Andrews reports the result of a 
survey on pension funds. He found 
that billions of dollars have been 
shifted from government and corpora- 
tion bonds to blue chip common stock 
as a hedge against inflation. 

Pension funds have more than 
doubled their investment in common 
stock, from 12 per cent in 1951 to 27 
per cent last year. It is estimated that 
$22,000,000,000 have been accumu- 
lated in pension trusts, partly under 
terms of management-labor contracts 
negotiated in the last 10 years. 

The switch to common stock repre- 
sents “both a defense against inflation 
and an attempt to take advantage of 
economic growth and rising yields,” 
Andrews wrote. 
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: ; JL . “Lay-in” panels of J-M Fiber 
Noisy corridors f Glass with finely textured surface 
grow quieter with / finish. 24” x 24” or 24” x 48”—easy 
Johns-Manville y to maintain—easy to install with 
Sound Control Panels. suspended grid systems. 
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Johns-Manville 
Permacoustic” Tiles 
Fissured acoustical tiles a foot 
square, made of stonelike, non- 
combustible materials. High style 
at a sensible price. 


Get rid of disturbing noise 
use any of these 3 acoustical ceilings by Johns-Manville 


Let your public be visitors, cus- noise. This has been the job of — to meet every need. For full infor- 
tomers, patients, clients or  Johns-Manville Acoustical ceilings mation, write to Johns-Manville, 
students, thefactremainsthesame: for decades. There are J-M Acous- Box 158, New York 16, N. Y. 


“it pays well to get rid of disturbing tical Panels of textures and kinds In Canada: Port Credit, Ontario 
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Any filmed record is found quickly on the large, clear screen 
of the ‘“Thermo-Fax”’ Microfilm Reader-Printer. And legi- 
bility equals that of superior microfilm readers. But this 
versatile machine does far more than a mere reader to 
make your microfilm system more practical. 

Only the ‘“Thermo-Fax” Microfilm Reader-Printer also 
makes a sturdy work-size print of any microfilmed document 
in seconds! Yet this amazing machine costs little more 
than a good reader alone. 

To learn how this machine’s quick, inexpensive copies 
of microfilm records can speed work in such departments 
as bookkeeping, accounting and transit, mail the coupon 
below. Or call your local dealer. 
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mediately following them. Declaring 
that there have been lengthy periods 
in which the cost of living continued 
to rise while stock prices fell, he asks: 

“Can a retired individual living off 
the income from a variable annuity 
change his standard of living, change 
his rent bills, or other fixed items, 
with the rapidity that the stock market 
changes?” 

On the other hand, Prudential’s 
Shanks feels there is a good possibility 
that the economy will continue to spi- 
ral and that the resultant dollar dip will 
continue to squeeze those living on 
fixed incomes. His charts indicate that 
over the long run, the trend in the 
stock market has closely followed the 
movement of the consumer price in- 
dex. 


Erosion of the dollar 


From 1880 to 1958, Shanks says, 
the dollar has lost over 70 per cent of 
its purchasing power. More than half 
of the total increase in the cost of liv- 
ing, Prudential economists claim, has 
occurred during periods of peace. Re- 
butting Metropolitan Life’s arguments 
that prices return to normal following 
wars, they state that in 1929, ten years 
after the end of World War I, prices 
were still 69 per cent above the 1915 
level. Pointing to the fact that there 
has been no price correction since the 
close of World War II, Shanks notes 
that the cost of living today is 50 per 
cent above the level at the end of 
1945. 

Lending weight to the Prudential 
argument is a study made recently by 
Victor L. Andrews, pension expert and 
professor at the Industrial Manage- 
ment School at Massachusetts Institute 
of Technology. In an article in the 
U.S. Department of Labor's Labor 
News Andrews reports the result of a 
survey on pension funds. He found 
that billions of dollars have been 
shifted from government and corpora- 
tion bonds to blue chip common stock 
as a hedge against inflation. 

Pension funds have more than 
doubled their investment in common 
stock, from 12 per cent in 1951 to 27 
per cent last year. It is estimated that 
$22,000,000,000 have been accumu- 
lated in pension trusts, partly under 
terms of management-labor contracts 
negotiated in the last 10 years. 

The switch to common stock repre- 
sents “both a defense against inflation 
and an attempt to take advantage of 
economic growth and rising yields,” 
Andrews wrote. 
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Johns-Manville 
Permacoustic” Tiles 
Fissured acoustical tiles a foot 
square, made of stonelike, non- 
combustible materials. High style 
at a sensible price. 


Get rid of disturbing noise 
use any of these 3 acoustical ceilings by Johns-Manville 


Let your public be visitors, cus- noise. This has been the job of — to meet every need. For full infor- 
tomers, patients, clients or  Johns-Manville Acoustical ceilings mation, write to Johns-Manville, 
students, thefactremainsthesame: for decades. There are J-M Acous- Box 158, New York 16, N. Y. 
“it pays well to get rid of disturbing __ tical Panels of textures and kinds __ In Canada: Port Credit, Ontario. 
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In his study, he found that United 
States securities and corporate bonds 
still account for 62 per cent of the 
pension funds. He advanced two main 
reasons for the trend toward common 
stocks: 

“First, rises in the cost of living are 
almost sure to be manifested sooner 
or later in employee pressure for ex- 
panded pension benefits. Increased ben- 
efits can be financed partly by devoting 
some of the pension portfolio to com- 
mon stock, which will presumably ap- 
preciate in value as commodity prices 
rise. 


a 
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in 
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CALL YOUR 


He also found that pension managers 
believed that despite inflation, the in- 
creasing value and dividends of com- 
mon stock led to greater earnings in 
the long run than other types of in- 
vestments. 

Further pointing up the trend is a 
recent study of the investment posi- 
tion of employee retirement funds. In 
its sixth annual survey, the Commerce 
Clearing House reported that the mar- 
ket value of common stocks held in 
trustees’ portfolios at the end of 1958 
accounted for 36 per cent of the funds’ 
total assets. This represents a 5 point 


She’d look terrible—feel 
worse! And chances are she 
couldn’t put out a good 
day’s work. The same goes 
for a miss in a misfit 
chair! That’s why she 
belongs in a Cramer 
Secretarial Posture 

Chair, the chair that 
was made for her. 


Cramer Chairs adjust to 
the individual with simple 
finger-tip controls. Perfect 
seat height and depth, 
proper backrest position 
will fit and sit her 
right. She’ll feel the 
difference because she 
is ‘Backed by the Best.” 


e Replaceable Seot 
and Back Covers 


e Molded Foam 
Latex Cushions 


e Lifetime Spindle 
and Bearing 


e One-Piece Cast 
Aluminum Base 


MODEL A-22 


DEALER 


72 


OR WRITE FOR COMPLETE DETAILS 
CRAMER POSTURE CHAIR CO. INC., 625 ADAMS, DEPT. OM-9, KANSAS CITY, KANSAS 
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boost over the 1957 year-end valua- 
tion. The annual study, prepared for 
subscribers to CCH’s Pension Plan 
Guide, summarized reports from a to- 
tal of 221 companies holding funds 
having assets with market value of 
$ 3.7 billion. The group includes 151 
pension plans and 70 profit sharing 
plans. 

The increase in common stock hold- 
ings, it is felt, reflects recent develop- 
ments in the field of pension planning. 
During 1958, nine trusts were re- 
ported doing some sort of split-fund- 
ing, with some part of the funds allo- 
cated to purchase of life insurance or 
annuities and the balance in a diversi- 
fied trust. 

On the other hand, many of Ecker’s 
arguments are echoed by the securities 
industry. Comparing variable annuities 
to mutual funds, they ask that the 
same restrictions and regulations be 
applied to variables. Mutual fund rep- 
resentatives claim variable annuities 
give purchasers an unfair tax advan- 
tage by enabling them to escape pay- 
ing taxes on their capital gains during 
the period of build-up. Insurance com- 
panies holding the funds are also ex- 
empt from taxes on capital gains. 


Variable annuity opponents 


Among the opponents of variable 
annuities in the financial world have 
been numbered such organizations as 
the Investment Bankers Association, 
the New York and American Stock 
Exchanges, the Securities and Ex- 
change Commission, the National As- 
sociation of Securities Dealers and the 
National Association of Investment 
Companies. 

G. Keith Funston, New York Stock 
Exchange president, declared last year: 
“If common stock investments — with 
all the risks involved—are offered with- 
Out securities regulation, we fear that 
the results will injure not only the 
public but the entire securities indus- 
try.” 

This fear has since been laid to rest 
by the U.S. Supreme Court decision 
giving the Securities and Exchange 
Commission jurisdiction over the sale 
of variables by life companies. The 
ruling upset an earlier one by the US. 
Court of Appeals which held that the 
variable contract was a form of insur- 
ance and therefore not in SEC’s prov- 
ince. The court fight involved the SEC 
and the National Association of Secur- 
ities Dealers against the two Wash- 
ington variable annuity companies. 


OFFICE MANAGEMENT 


J , —_— | : — = oa a a oa 7 —-y 
| zr 
j able 
| | rath 
com 
the | 
Inve 
> able 
all t 
4 itan 
holc 
‘ 
wha 
refle 
| notl 
T 
we 
P i 3 a | sura 
taki 
= | The 
i, 
a iv 
gf | ; 
Ou a 
s real 
< | | 
, b, ar 
i Yo U ya. } ° 
uit) 
tur 
. | | anc 
a | , 
| es ue pgs 
, | you 
f ; 
3 | | po: 
‘ | | | t10 
: are | 
ae: Chere is a 
te sone a | - 
oe 
2 Ae rare €s 
| ees ‘ 
a | ‘ = | : 
| a Pe i 
| _ a : | ab 
ae i] é) F =. B : 
| | | if 
: i ; | j 
EX [Sen eee ee je 
ey pee tn aia | 
‘ ¥ % nas | : 
: re 
i | ) | 
; : je Na | 
7 : : < | 
; . = ' | | 
i & | | 
4 } | 
| 
a | cr 
| 
Be | tk 
n 
ee : 
3 
ee 
|| 3 
: - PO 
Pe. ra ‘3 ix yee Sia tae "Tiles: ariel 2 z : ay .> ee ce 3 4 i ie aes. ae eas om : aa } | . 7" | , 
ia ) ' i a ees «un a ge A 9 , Mie ——— imu = ge 
> a cn ae r ; ie A a = ‘ja He : cS : ee a) : a L. - 
“ he tee yt gs FARRie cae =: 1 , , 7 be oo a a x i - 


The Supreme Court ruled that vari- 
ables are predominantly securities 


rather than insurance and that the 
companies must be registered under 
the Securities Act and comply with the 
Investment Company Act. The vari- 
able annuity, the Court said, “places 
all the investment risks on the annu- 
itant and none on the company. The 
holder gets only a pro rata share of 
what the portfolio of equity interests 
reflects—which may be a lot, a little, or 
nothing.” 

The Court further declared: “But 
we conclude that the concept of ‘in- 
surance’ involves some investment risk- 
taking on the part of the company. 
The risk of mortality, assumed here, 
gives these variable annuities an aspect 
of insurance. Yet it is apparent, not 
real; superficial, not substantial. In 
hard reality the issuer of a variable an- 
uity that has no element of a fixed re- 
turn assumes no true risk in the insur- 
ance sense.” 


Ruling bolsters Ecker 


The ruling finds Ecker in an I-told- 
you-so mood. He feels that the court's 
position bears out his original conten- 
tion, and in almost the same language. 
In an effort to shore up the ranks of 
the opposition to variables, the Metro- 
politan president points to the super- 
visory aspects of the ruling as repre- 
senting a serious menace to the entire 
industry. 

“The implications of this decision,” 
he stated in a letter circulated to life 
company executives, “emphasize what 
I have always considered to be a very 
real danger to our business. Presum- 
ably, we are all anxious to preserve 
to the several States the right to regu- 
late and supervise the business of in- 
surance, but it is now a certainty that 
if life insurance companies go into the 
variable annuity field, they will be sub- 
jecting themselves to at least some de- 
gree of Federal regulation. As we all 
know from experience, once Federal 
regulation starts, there is no telling 
where it will stop. 

“Furthermore, entirely apart from 
SEC regulation, if the life companies 
go into this business aggressively, 
their ownership of common _ stock 
would inevitably increase and thus in- 
crease the possibility of accusation of 
control of industry. We all remember 
the investigation conducted 20 years 
ago by the Temporary National Eco- 
nomic Committee, and we know that 
we are now faced with another study 
of the question of whether there is any 
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concentration of economic power in 
our business. This study is being un- 
dertaken by the Antitrust and Monop- 
oly Subcommittee of the United States 
Senate Judiciary Committee and is to 
be conducted by Senator Joseph C. 
O'Mahoney of Wyoming, who also 
conducted the T.N.E.C.” 

Shanks appears undisturbed by the 
Supreme Court ruling. Admitting that 
he, too, opposes federal controls over 
the life insurance business, he says 
state insurance departments maintain 
regulations which are far stricter than 
SEC's. 

The New Jersey legislation gives 
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the state’s insurance commissioner, 
Charles R. Howell, considerable power 
to keep tabs on variable annuity sell- 
ers and to set up stiff requirements for 
their regulation. Howell regards the 
Legislature’s action as a forward step 
in the insurance and pension field, if 
properly controlled by insurance de- 
partments and the SEC. 

“There is a need, a good market, and 
a real usefulness for variable annui- 
ties,” he told a recent meeting of the 
New York Chapter of the Chartered 
Life Underwriters. 

Although Prudential spokesmen do 
not claim the variable annuity is the 
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“Guardian’Office Machine 
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“freeze” stand to floor. 
Fingertip levers control 
easters and side leaves. 
Baked enamel finish, 
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perfect answer to the financial prob- 
lems of living on retirement income 
and will, when pressed, even admit 
that there is a slight element of risk 
in the purchase of a variable contract, 
they staunchly maintain that the long 
term return will far outstrip the return 
from a fixed annuity in the same period. 

To bolster this claim, the Pruden- 
tial economists cite the results of tests 
of variables under hundreds of differ- 
ent situations existing during the past 
75 years. In each case, use was made of 
actual stock prices and dividends as 
reported by the Cowles Commission 
all-stock index and the Standard and 
Poors index. The investigation re- 
vealed, they say, that a common stock 
variable annuity during that period 
would have provided good protection 
against cost of living fluctuations. It 
would also have yielded larger retire- 
ment payments than either the fixed- 
dollar or combined annuities. 


Firms buying variable plans 


The conviction is spreading that the 
variable plan is the way to offset the 
effects of inflation on retirement in- 
come. This is illustrated by the grow- 
ing number of employers who have 
plans providing variable pensions for 
their employees. These include the 
Carnegie Institution; Long Island 
Lighting Company; Chemstrand Cor- 
poration; Kidder, Peabody & Com- 
pany; Smith, Barney and Company; 
Boeing Airplane Company; Bristol- 
Myers Company and Pan American 
Airways. 

In addition, state governments have 
taken an interest in the variable pen- 
sion plan. Two years ago the Wiscon- 
sin Legislature passed three bills in- 
corporating the variable annuity prin- 
ciple into retirement systems for state 
employees, and state and Milwaukee 
teachers. 

Meanwhile, many of the other ma- 
jor life companies appear to be play- 
ing a watchful, waiting game. The po- 
sition of some is an ambivalent one. 
Fearing federal controls over the ac- 
tivities of their enterprises, they never- 
the-less are uncomfortably aware of 
the vast potential market for the vari- 
able contract. Shanks has whetted their 
appetites with a picture of the huge, 
untapped field for variables. He esti- 
mates that one and one-half million 
individuals might buy variables over 
the next decade. In addition to indi- 
vidual purchasers, however, there is a 
far larger market in the rapidly grow- 
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is the real price they’re paying 
for expensive, complicated 
systems 


OFFICE AUTO 


Today, many companies find that office disruption 


Yet there is a low-cost method adaptable to most companies’ present operations 


To many businessmen, the word “automation” 
is new enough to appear almost magical. To 
those laboring under inadequate office rou- 
tines, it promises an immediate and painless 
end to bottlenecks, a standardization of pro- 
cedures, faster processing of management’s 
vital facts and figures. 


Yet, to others—already involved in an auto- 
mated office—it’s a different story. They’1] tell 
you that there are drawbacks, too. Hidden 
drawbacks that put a lot in the way of getting 
the results they want. Mostly, it’s complicated 
machinery and all that goes with it. Great 
expense, of course; specialized personnel; 
training and indoctrination. And, finally, an 
often considerable alteration in proven busi- 
ness methods that forces a company into an 
operational straitjacket. 


Faced with this reality, more and more busi- 
nessmen are searching for a way to institute 
the office automation they need—without un- 
due cost, complexity or confusion. 


That way is with the machines and methods 


ROYAL M°BEE :- 2a processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
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that make up the Automatic Keysort System. 
For today, Keysort is cutting automation 
down to size with a highly-flexible system that 


. fits easily into your present operations. 


With Automatic Keysort, original records 
can be mechanically created with either the 
Keysort Data Punch or Duplicating Punch— 
simply and accurately, at their point of origin. 
Complete processing of these same records is 
provided by the Keysort Tabulating Punch 
which automatically punches, adds and totals 
quantities and amounts. 


Automatic Keysort today offers you the sim- 
plest means of instituting the practical office 
automation you need for complete modern 
management control. With little or no change 
in your existing methods. Without the need 
for specialized personnel. And at remarkably 
low cost. 


Call your nearby Royal McBee Data Proc- 
essing Representative, or write Royal McBee 
Corporation, Data Processing Division, Port 
Chester, N. Y. for illustrated brochure S-565. 
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ing pension fund business. Pension 
funds were, at one time, the almost ex- 
clusive preserve of insurance compa- 
nies. In recent years, though, more and 
more of these funds have been turn- 
ing to the banks for administration. 
This development was again the re- 
sult of a desire for more common 
stock holdings than were possible un- 
der the administration of insurance 
companies. In 1957, the nation’s insur- 
ance companies, according to Business 
Week collected $1.6 billion in pre- 
miums on pension funds managed by 
them. Premium payments in that year 
to uninsured corporate pension plans 
totaled $3.3 billion. Conceivably, a 
part of this business could now be re- 
captured by life companies entering 
the variable annuity field. 


According to Prudential, it may be 
a year before the company enters the 
market with its variable contracts. 
What will happen then? How will 
variables affect the sale of regular an- 
nuities? What will be the impact on 
the securities industry? What type of 
group plan for employers will the 
company come up with? These are 
some of the questions yet to be an- 
swered. Industry leaders expect, how- 
ever, that it will be well into next year 
before the New Jersey Insurance De- 
partment compleres the drawing up of 
its set of rules covering sale of the 
contracts. Prudential is then expected 
to form a separate company to sell 
them. Executives anticipate that New 
York and possibly six other states will 
enact enabling legislation in 1960. By 
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1962, it is felt, most states will have 
given the company their approval. 

Many states have been watching the 
outcome of the New Jersey legislation, 
viewing it as a possible model for 
them. Several bills are pending in 
Massachusetts, which, it is believed, will 
be the next major state to approve 
variables. 

Now that the sale of variable annu- 
ities by a major-life company has been 
assured, the National Association of 
Insurance Commissioners is expected 
to draw up a model code which may 
answer some of the, as yet, unan- 
swered questions. At any rate, the ac- 
tions taken by Prudential, with the 
eyes of the industry upon it, will serve 
as a guide for the majority of life 
companies. 


Army studies— 
(From page 23) 


usual acceptable range, and two failed 
to meet the minimum profile for fore- 
men. On the ‘How Supervise’ ques- 
tions, presidents on the average got 
only half the answers right, thus put- 
ting them well down on the lower per- 
centiles. They did particularly badly 
on the question concerning company- 
employe relations policies. Only three 
presidents answered more than _ half 
of these questions correctly.” * 

The scientists, strangely—or _per- 
haps not so strangely, if one is dubious 
of the tests—showed far more consis- 
tency and “acceptability” than the 
businessmen, except that they ranged 
low on sociability. Of the middle man- 
agement group, only three of the thirty- 
eight (already in management and des- 
ignated by their companies as outstand- 
ing) reached the mean set for execu- 
tive work. 

Moreover, results on two standard 
tests in use by many corporations 
across the country were in many cases 
completely contradictory. Many men 
who took both tests got high “steadi- 
ness” scores on one, while scoring very 
poorly for “stability” on the other. 

Whyte concludes: 

“One explanation for the variance 
between the men and the norms would 
be that the men in our sample were 
answering frankly—no job being at 
stake—and thus their scores could not 
be properly compared with the stand- 
ard norms given. But if this is the case. 


(To page 79) 


*“The Organization Man,” copyright 1956 by 
William H. Whyte, Jr., Simon & Schuster, 
Publishers. 
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ment of your business. e Put the original in your Ozalid 
machine; seconds later out come clear, dry copies. No retyping, 
no proofreading, no fuss! e The desk-top Ozamatic turns out up 
to 1,000 copies of 814” x 11” size in an hour, at the lowest cost 
of any copying process. e There’s a full line of Ozalid products 
for every copying need. e Call your local Ozalid representative, 
or mail this coupon for full details on Ozalid’s complete line 
of products. 
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(From page 76) 

then we would have to conclude that 
the norms themselves embody slanted 
answers. Another explanation of the 
men's poor showing would be that they 
scored low because they were in fact 
neurotic or maladjusted, as the tests 
said. But this would only leave us with 
a further anomaly. If people with an 
outstanding record of achievement 
show up as less well adjusted than the 
run of the mill, then how important 
a yardstick is adjustment? Our sample 
of course was small. So is the supply 
of outstandingly talented people.” 

If the first explanation is correct, 
then the tests are really comparatively 
valueless for all businesses. If the sec- 
ond hypothesis is true—as it may be— 
then, although the tests would hardly 
seem to be tne best possible selection 
or promotion method available for any 
company, they pose real perils to the 
smail or medium size company with 
large competitors. 


Small companies handicapped 


In other words, if the tests tend to 
screen out the outstanding in favor of 
the mediocre or the average—the 
“mean”—they handicap a small com- 
pany far more than a large one. The 
top organization in any field will re- 
main the top organization, even with- 
out outstanding ieadership, as long as 
none of its smailer competitors has 
outstanding leadership either. As long 
as the status quo is undisturbed across 
its industry, it has nothing to worry 
about. it could continue to be the larg- 
est Organization in its field ad infinitum 
if every potential competitor were 
staffed with people no more able than 
its own personnel. As a matter of fact, 
under these circumstances, its very size 
and power would give it an accelerat- 
ing advantage over its smaller compe- 
titors. All other things being equal, 
God is aiways on the side of the big- 
gest battalions. it is only when other 
factors are not equal that the big bat- 
talions lose the war. 

The one thing that the smaller com- 
pany needs most, if it is to grow larger 
and more powerful, is men of above 
average ability, not men who meet a 
norm. The above average may irritate 
their colleagues, they may clash with 
top management rather than accept its 
Opinions as gospel in every situation. 
They may drive their subordinates too 
hard, or, alternatively, they may seem 
too permissive in their attitude as long 
as they get the results they want. But 
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- RCCO HELPS YOU 


Keeps papers spillproof, secure, in place. Saves 
re-filing. Speeds finding. Ends “missing paper” 
panic. Durable, genuine pressboard folders are 
trim, firm, sag-proof. Save finding time—and 
drawer space. Fast transfers—old file slides out, 
new fastener slides in! 


—available free at office outfitters. A Cc Cc oO 


s 

GENUINE PRESSBOARD FOLDER 
ite: ACCO PRODUCTS, 

poten of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 


ASK FOR ACCO’s new booklet 
“‘IdeasThat SaveTime and Space” 
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For cleaner, clearer, 
easier-to-handle forms 


MULTIPLE 


®& 


NCR PAPER enables your employees to work faster, more efficiently, 
and assures clear, permanent copies of all types of forms. NCR Paper 
is preferred by cost-conscious businesses everywhere because: 
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1039 OFFICES IN 121 COUNTRIES 
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...use NCR PAPER 


COPIE 
CARBO 


SAVES MONEY 


NCR PAPER SAVES MONEY. 


The price of NCR Paper is sometimes higher 
than forms with carbons, but the time saved 
and other advantages far exceed any in- 
crease in price. 


NCR PAPER SPEEDS HANDLING. 


Repeated testing proves the average clerical 
worker can do 30% more work per day if 
he works with forms on NCR Paper! NCR 
Paper eliminates the need for carbon paper 
handling and disposal. 


NCR PAPER WON'T SMEAR. 


Regardless of the number of times a copy 
may be handled, the print will not smear or 
smudge. Because it eliminates carbon paper, 
NCR Paper will not soil hands or clothing. 


NCR PAPER PREVENTS ALTERATIONS. 


NCR Paper can be erased—but not without 
detection. This built-in protection makes it 
one of the safest papers available for busi- 
ness forms. 


NCR PAPER IS EASY TO USE. 


It produces up to 5 copies merely from the 
pressure of a ball point pen or pencil, and 
8 or more copies with a business machine 
or typewriter. 


NCR Paper is ideal for all types of business forms! Call your sy 
local printer or forms supplier today, and he'll be glad to pro- 7 wD 
vide you with free samples. by 


REGISTER COMPANY 


Dayton 9, Ohio 
75 YEARS OF HELPING BUSINESS SAVE MONEY 
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Greater profits through 
improved internal efficiency! 


Office 


Management 


Handbook 


This new Handbook 
is a complete guide to effi- 
cient office organization and 
the close coordination of sys- § 
tems, personnel, and equip- § 
ment. Designed to give quick, 
practical answers to questions 
of principle, policy, and pro 7 
cedure, it stresses standard 
performance factors, standard 
materials, and standard costs 
which can be applied in organ- 


izations of every kind and 
size. 


Based on actual experience of America’s 
best-run companies, Handbook uses hundreds 
of concrete examples showing how to boost 
profits through improved clerical cost controls, 
use of office electronics and automation, new 
salary administration procedures, advanced 
forms design and records control methods. 
From the entire literature of business and the 
iindings of leading authorities, Handbook or- 
ganizes vital office management developments 
which are today strengthening company per- 
formance in selling, purchasing, production, 
customer relations, and other important areas. 


Developed under the auspices of the 
National Office 
Management Association 
Editor: HARRY L. WYLIE 
Board of 32 Contributing Editors 


21 sections match each sector of 
modern office functioning: Work simpli- 
fication, staff organization, job evaluation, 


work incentives, employee supervision, office 
layout, furniture, 


supplies, correspondence 
improvement, reproduction processes, com- 
munications, budgeting, air conditioning, 


sound conditioning, lighting, location and 


layout, psychological use of color, etc. 
Over 240 Ills. © 853 Pages © 6 x 9 Format 
Second Edition * Flexible Bindmg © $12 


Accountants’ Handbook, 4th Ed., Wixon- 
Kell. 407 ills., tables; 1,616 pp... ..$15 


Financial Handbook, 3rd Ed., Rev. Print. 
Bogen. 139 ills.; 1,289 pp......... $12 
~ Clip and mail coupon today! ~” 


Please send books checked below: 
(C) OFFICE MANAGEMENT HANDBOOK, 
WOW TR Wee iiséinvccseccias $12 
(] ACCOUNTANTS’ HANDBOOK, 4th 
Gs, WODOW . ncidvcckeneces $15 
C) FINANCIAL HANDBOOK, 3rd Ed., 
Rev. Print., Bogen... s.cecccces $12 
0) Check enclosed [J Send C.O.D. 
OO Bill firm 0 Bill my account 


THE RONALD PRESS COMPANY 


15 East 26th St., New York 10 


(From page 79) 

if their abilities are above average, 
they are still the best hope the com- 
pany has for growth, for unseating the 
giant competitor. Perhaps the multi- 
million dollar corporation has grown 
so large that a smooth organization 
mesh is more important than brilliance, 
courage, or imagination within its 
management group. Perhaps the large 
Midwestern corporation that exempts 
only public relations and advertising 
personnel from the tests, on the 
grounds that these are the only fields 
where individuality and initiative are 
desirable, is right. 

Perhaps—but how many companies 
today are really so large that they must 
sacrifice the chance of getting out- 
standing people simply because of the 
remote danger that such people might 
snarl the corporate wheels. No com- 
petent personnel manager is going to 
hire a complete maverick for a re- 
sponsible job, and if he can’t detect the 
person who will make trouble simply 
for the sake of making trouble, he’s 
not a very good personnel manager. 
A little simple checking on past work 
history can usually determine whether 
an applicant is really difficult to get 
along with, or whether he merely has 
the courage of his convictions. There 
is a difference. 


Giving the “right” answers 


Whyte, in his book, advises that 
from an ethical viewpoint, any indi- 
vidual having his personality “probed” 
is, in terms of his own self-interest not 
only wise to give false answers to the 
test questions, he is honor-bound to 
do so. To help his readers achieve this, 
he has prepared a handy “trot” which, 
he maintains, has been followed by a 
great many people successfully. Since 
the actual wording of test questions 
varies, there can be no standard set of 
answers prepared, he points out, but 
certain ground rules will get one 
through any known barrage of psy- 
chological tests with flying colors, no 
matter what type of desirable business 
executive the tests presumably are de- 
signed to identify. 

The “trgt”: 

“(1) When asked for word associ- 
ations or comments about the world, 
give the most conventional, run-of-the- 
mill, pedestrian answer possible. 

“(2) When in doubt about the most 
beneficial answer to any questions, re- 
peat to yourself: 

“I loved my father and my mother 
but my father a little bit more. 
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“I like things pretty much the way 
they are. 

“I never worry much about anything. 

“I don’t care for books or music 
much. 

“I love my wife and children. 

“I don’t let them get in the way of 
company work.” 

It seems little wonder that people 
who actually are company presidents 
today don’t do very well on person- 
ality tests. The question is, if these 
are the criteria for executive jobs, what 
will the company presidents of the 
future be like? 

There remains one further pitfall 
for the smaller company which decides 
to be “scientific” in its personnel selec- 
tion and promotion procedures, and 
therefore happily starts ordering test 


What has she GOT 
that / haven t got? 


“Fran” was so 
popular at the lake last 
summer, And one day 
I found out why— 


Her typing was cleaner oe 
when she bought an 
ERASERSTIK— Only 
then could she ‘erase Be 
without a trace’. Next 
came a raise—A new 
summer wardrobe— 
and even more 
important —a new 
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Communications center at Illinois Central Railroad. 


New Teletype system cuts car reporting from 
days to minutes on the Illinois Central 


New Teletype equipment—including the first 
Teletype 600 word-per-minute tape transmission 
system in the railroad industry—is helping the 
Illinois Central to expedite the classification of 
records on more than 50,000 freight cars daily. 

The result is greatly improved customer service. 
Now, information on freight location or arrival is 
quickly available to shippers and consignees. Rail- 
road management benefits, too, by having up-to- 
the-minute data—and there are important savings 
for the accounting department. 


Additional Information. If you’d like to know how 
Teletype equipment can cut costs and improve 
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Teletype page printer is used 
at freight yard to send train 
consist information to IC com- 
munications center, Chicago. 


a 
* 
At the IC communications ' 
center, information from e 
freight yards is received on ie 
Teletype printing tape r 
punches. These tapes are fed 
through Teletype 600 word- z 
per-minute transmitter to traf- a 
fic control center. é 


At traffic control center, a 
Teletype 600 WPM receiver 
produces master tape, which 
is converted by business ma- 
chines to provide data on car 
location, routing, contents, 
etc. 


service in your particular business—or if you al- 
ready have Teletype equipment and would like to 
explore the profitability of using it in new ways— 
please write for descriptive literature to Teletype 
Corporation, Dept. 33-J, 4100 Fullerton Avenue, 
Chicago 39, Illinois. 


TELETYPE 


CORPORATION 


sussipiary or Western Electric Company we. 
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Brand new! | 
PAPER TRIMMER & 
CUTTER combined 
CUTS UP TO 50 | 
SHEETS IN ONE | 


STROKE a 


can | 


> 6 MODELS: 
14/22” 28/32” and | 
28” and 32” (foot models) 


KUTRIMMER- 


ALSO CUTS cardboard, fibreboard, | 
foils, rubber, fabrics, leather, lino- | 
leum, felt, thin piywood, thin soft 
metal and many similar materials. 


FOR EVERY BUSINESS: 
offices, plant, shipping, schools, 
banks, photography, and homes. 


See KUTRIMMERK at your local 
dealer or write to 


MICHAEL LITH sales corp. | 
147 West 45th Street, New York 36, N.Y. | 


AVAILAE 


batteries from the wide range of com- 
mercial concerns ready to supply them. 
Usually, personnel is not such a highly 
developed function in the small com- 
pany as it is in the large. Thus, the 
small company may show even more 
of a tendency than the large to rely 
heavily on the presumably scientific 
tests, rather than its own interviewing 
and checking techniques. Moreover, 
the small company’s relative lack of 
sophistication in selecting and giving 
personality tests compromises the test 
results and predictions still further. 


Finally, although most test evalua- 
tions for small companies are made by 
an outside consultant, and so are pre- 
sumably as valid as the evaluations of 
tests in large companies, admiration for 
the “scientific” basis of the test ques- 
tions is apt to color the direct inter- 
view itself. Thus, the company inter- 
viewer is all too apt to begin to play 
psychologist, and toss in questions, 
lifted or adapted from the test, de- 
signed to make the job candidate reveal 
basic personality traits. This would be 
fair enough in terms of spontaneous 
questions framed by the interviewer, 
but it becomes a little empty when he 
simply parrots questions prepared by 
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Rip-Proof Sheets and indexes 
Reinforced with Mylar* 


Ask for AICO Rip-Proof Sheets and Indexes— 
they’re reinforced with MYLAR*! Stronger 
than other reinforcing, less bulky . . . and costs 
less! 

AICO Sheets have 1/1000” thin reinforced edges 
—they stack evenly for trouble-free automatic 
feeding on all stencil, gelatin, spirit and offset 
duplicating and printing equipment. In bond, 
mimeo and duplicator finishes or special paper 
to meet your needs. 

AICO Indexes in all stock sizes or made to order. 
‘In a wide variety of index tabs and colors. 
Available at your stationer ... or write the 
G. J. Aigner Company, 426 S. Clinton Street, 
Chicago 7, Illinois. 


AICO Rip-Proof reinforced sheets and indexes 

manufactured by G. J. Aigner Company. *Mylar 

A DuPont’s registered trademark for its polyester 
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a psychologist. In the case of his own 
questions, he could at least evaluate 
in his own terms the candidate's re- 
sponse; in the case of the adopted 
questions, his evaluation of the an. 
swers will inevitably be affected by 
what he believes should be the “right” 
answer. A completely artificial barrier 
is set up between the man being in- 
terviewed and the one giving the inter- 
view. 

But perhaps the most serious flaw of 
all from the viewpoint of the small 
concern is that personality testing at- 
tempts to match men against arbitrary 
and fairly rigid job specifications, as 
though the position to be filled were 
fixed forever in dimension. This may 
be true of jobs at the basic worker 
level, but should it be true at the ex- 
ecutive level? Isn’t a company better 
advised, both in terms of current op- 
erations and future leadership, to staff 
as many executive positions as possible 
with men who can give their jobs new 
dimensions, new scope, new impor- 
tance? In the last analysis isn’t the 
attempt to fit a man exactly to a job 
position merely an attempt to project 
the patterns, the habits, and the per- 
formance of the past into the future? 


Man-made materials 
(From page 66) 


years ago within extremely prosperous 
companies which could afford to in- 
stall costly furniture and decorations in 
their offices, it is only within recent 
years that office luxury could be en- 
joyed by the great majority of con- 
cerns. It was the advent of the more 
economical man-made fabrics and syn- 
thetic materials that made such a situa- 
tion possible. 

Although the all-wood desk, chairs 
of pure leather, all-wool carpeting, and 
pure silk draperies are still the tradi- 
tional symbols of the ultimate in lux- 
ury and good taste, they are now more 
and more frequently being replaced, or 
at least blended, with man-made fab- 
rics and synthetic materials. 

The advantages in using such fabrics 
and materials are far too plentiful to 
properly enumerate. Basically, they 
provide the assets of being easier to 
clean, more durable, and more econom- 
ical than natural materials. They may 
also offer fire-resistant and acoustical 
properties; and perhaps their most at- 
tractive quality is the fact that they are 
available in a vast variety of distinc- 
tive patterns and colors. Whether the 
artistic choice of the office executive 
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Cut replacement costs...save space 
with stationery items of MYLAR 
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35% less bulk with sheet protectors of Du Pont “Mylar”. Laminate sheets of “Mylar” offer long-lasting protection to 
Save space . . . extra strength prevents hole ‘‘pull-outs’’. valuable papers, documents and I.D. cards. 
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Carbon ribbons of “Mylar” give sharper impressions with- Sheets reinforced with tough, thin “Mylar” won’t jam 
out embossing .. . 50°; more letters without changing reels. your printing machines . . . won’t “‘pull out’’ at ring holes, 


Clarity, toughness, thinness, resistance to aging and moisture— 
these are the properties of Du Pont ‘“‘Mylar’’* polyester film found 
in stationery items that help you save valuable office space, cut re- 
placement costs. Ask your supplier for stationery items made with 
‘Mylar’. For further information write: E. I. du Pont de Nemours 
satan iii 4 & Co. (Inc.), Room VI, Film Dept., Wilmington 98, Delaware. 


c *** Mylar” is Du Pont’s registered trademark for its brand of polyester film. 
Blank Tabbin } : por, 
g Du Pont manufactures the base material “‘Mylar’’— not finished stationery items. 
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and improved 
TIME and DATE STAMP 


This new Roberts HRTD time and 
date stamp gives you crisp clear 
impressions with great flexibility of 
printed message. Utilizes three simple 
basic balanced units—printing head, 
ribbon mechanism, electric drive— 
and new hammer method of print- 
ing with automatic  self-aligning 
platens. Paper-trip operation. Fine 
engineering. Choice of three colors. 
One of a family of Roberts number- 
ing devices famous since 1889. Write 
Roberts Numbering Machine Divi- 
sion, Heller Roberts Mfg. Cor>., 700 
Jamaica Ave., Brooklyn 8, N. Y. 


HELLER ROBERTS 
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NEW 5 INCH CARTRIDGE 
NON-SMEAR PERMANENT INK 
* BLUE *RED*GREEN*REPRO BLACK 


Territories available for Sales Representotives 


Hanover 8, Pa. 


America’s Finest 
Ball Point Pencil 


AT YOUR 
STATIONERS 
AS LOW AS 


per dozen 


HANOVER PEN CO. 


be traditional or modern, the use of 
man-made fabrics and synthetic mate- 
rials can easily provide the desired 
effect. 

Draperies made from man-made fab- 
rics, or blends of such, are considered 
highly durable because they remain 
unaffected by intense humidity and 
weather change; they are also flame- 
proof, and may be easily washed or 
dry-cleaned. 

Carpeting which incorporates syn- 
thetic fibers offers excellent resilience 
and cleanability. 

Wall coverings, such as vinyl, are 
durable, easy to clean, and are offered 
in a variety of patterns resembling 
woodgrains, leather, linen, etc. They 
are also available, of course, in all col- 
ors. Wall or partition coverings made 
from man-made fabrics may also have 
acoustical and insulating qualities. 

Many wall coverings, and especially 
desk and table tops, are now being 
made from plastic laminates such as 
Formica, Micarta, Panelyte, and Decar- 
lite. These materials do not fade, stain, 
or scuff. They are easily maintained, 
and are available in many different pat- 
terns and wood prints. These materials 
also offer the advantages of resisting 
cigarette burns, fingernail polish, and 
objectionable light reflectivity. 


Scarcity of natural woods 


Another reason for their popularity 
is the fact that natural woods, particu- 
larly in the mahogany and walnut field, 
are becoming increasingly difficult to 
obtain because of the tremendous up- 
surge in their use caused by the growth 
of the home furniture markets. High 
pressure plastic laminates are reaching 
the fulfillment in their development 
stage because of the much more au- 
thentic reproductions of wood grains 
in the new decorative patterns which 
are now being produced. In other 
words, they simply do not look merely 
like artificial or inferior reproductions 
of authentic wood grains. 


Such products are often called “peo- 
ple proof.” Aside from the advantages 
already discussed, they also cannot warp 
or split, cannot be “ringed” by a wet 
glass or piping hot coffee cup. They 
are also impervious to alcohol, crayon 
marks, ink stains, grease, grime, and 
cosmetics, and their surfaces remain flat 
and ripple-free with a completely 
smooth finish. When used for panels 
or partitions to replace conventional 
walls, these materials also offer advan- 
tages—construction savings, since they 
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BOARDMASTER VISUAL CONTROL 


ve Gives Graphic Picture — Saves Time, Saves 
Money, Prevents Errors 

vx Simple to operate — Type or Write on 
Cards, Snap in Grooves 

ve Ideal for Production, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 400,000 in Use 


Full price $4950 with cards 
FREE 24-PAGE BOOKLET NO. G-400 


Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N.Y. 


Traffic, Inventory, 


Shown on 
Model E-15R 
Harter Chair 


DRESS UP YOUR OFFICE CHAIRS 


In smartly styled, durable, slip-on 
covers that provide seating comfort 
and improve office decor. 

Easy-to-apply Coverteers in a variety 
of quality fabrics recommended by 
leading manufacturers—will fit more 
than 100 models of secretarial and 
executive office chairs. 


Write for literature today. 


Covercraft 
Company, Inc. 
GOSHEN, INDIANA 
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eliminate plaster, paint, and wall pa- 
per. High pressure plastic laminates 
are considered practically maintenance 
—free with longer lasting beauty than 
any former materials used for these 
purposes. 

Another important aspect is the fact 
that molded plastics are replacing 
stainless steel and other materials in 
many types of office equipment. Many 
plastic components are now being em- 
ployed in dictaphones, printers, adding 
machines, card punching units, etc. 
They offer the advantages over other 
materials of being lower in cost and 
weight; they allow greater latitude in 
design, and have molded-in color. 
Wastebaskets, too, are now being made 
from reinforced plastic, and even let- 
ter trays are composed of synthetics. 
Plastics and vinyls are also, of course, 
being used extensively in the manu- 
facture of chairs and cushions. 

The office furniture designed for to- 
day's offices is employing new mate- 
rials, new methods, and new knowl- 
edge. Wood, steel, plastic, aluminum, 
brass, leather, fibreglass, clear and 
smoked mirror glass are being blended 
in a variety of striking combinations. 
One of the more popular combina- 
tions, for example, is an office cabinet 
of elm resting on square brass rods 
with a top of colored plastic and 
smoked glass. 


“Man in the White Suit” 


A British film entitled, “The Man in 
the White Suit,” with Alec Guiness, 
very effectively expressed the excite- 
ment and exhiliaration of someone en- 
grossed in the process of developing a 
synthetic fiber. The true history of syn- 
thetic fibers is, unfortunately, far less 
intriguing than that particular film; 
however, each person who has engaged 
in the study and development of syn- 
thetic processes is worthy of gratitude 
from the entire world, and most cer- 
tainly deserving of acknowledgement. 

The first man to visualize the possi- 
bility of preducing an artificial fiber by 
a process similar to the silkworm’s 
spinning was Robert Hooke (see above 
quotation), who included a discussion 
of the subject in his book, “Micro- 
gtaphia,” in 1665. 

The French scientist, Rene A.F. de 
Reaumur, in 1734, predicted the man- 
ufacture of an artificial textile from 
gums or resins, similar to the varnishes 
being produced at that time, with the 
necessary qualities of resistance to heat 
and solvents. No concrete develop- 
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Reports 
read 
earlier! 


e@ Reports from branch offices, sales- 
men or dealers are ready for reading 
earlier — when your mail is opened by 
a MailOpener. And earlier distribution 
of mail saves time, speeds routine in 
any office. 

@ Opening by hand is slow, tedious. The 
MailOpener is quicker, neater, safer, 
more efficient. Trims a hairline edge off 
envelopes without touching contents. 
Opens envelopes of any size, weight or 
stock. Three models, electric or hand, 
e A free demonstration will show you 
what the MailOpener can do in your 
office —no obligation. Just ask the 
nearest Pitney-Bowes office. Or send 
for free illustrated booklet. 
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FREE: Send for handy desk or wall chart 
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map and zone finder. 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 
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COFFIELD 
EVERLASTING 


A typist, a typewriter and typing paper are all you 
need to keep yourchart up to a It’s that — 


ELECTRO- MOTIVE. OIVIS 
GENERAL MOTORS CORPOR 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 

* Solves Your Chart Problem Forever 


Write for Free 16-Page Illustrated Brochure 
with Price Schedule No. OM-9 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
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ALL YOU NEED TO KNOW 


ABOUT RECORD STORAGE 
IN 2 FREE BOOKLETS 


Send for your FREE ‘Manual of 
Record Storage Practice” telling you how 
long to retain or destroy business records. 
It outlines an ecasy- -to-do storage plan 
for inactive records. 

With the Manual we will send our New 
Catalog on Record Storage Filing Equip- 
ment. Learn the facts thatevery business- 
man should know about record storage. 

Clip ad to your letterhead and mail to: 
oie 
33 2. BANKERS BOX CO., Dept. OM-9 
Py Record Specialists Since 1918 
Poe 2607 N. 25th Ave., Franklin Park, Ill. 
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ments along these lines occurred, how- 
ever, until the middle of the 19th cen- 
tury. 

In 1842, an English silk weaver 
named Louis Schwabe, exhibited a ma- 
chine for making artificial filaments. 
This machine used nozzles with fine 
holes through which the liquid was 
forced to form filaments, which is the 
principle of the spinnerets through 
which rayon is spun today. Schwabe 
spun his filaments of glass, but he was 
dissatisfied with the product, and ap- 
pealed to British scientists to discover 
a better material from which to man- 
ufacture filaments. A third develop- 
ment preparing the way for rayon was 
the discovery of nitrocellulose by C. F. 
Schonbein, a Swiss chemist, in 1846. 

The first known patent for the man- 
ufacture of rayon was issued to George 
Audemars in 1855. He prepared fibers 
from the inner bark of mulberry and 
other trees, which he nitrated and dis- 
solved in a mixture of ether and alco- 
hol, and combined with a rubber solu- 
tion to form his spinning concoction. 
The filaments were spun by dipping 
the point of a needle into the solution 
and drawing out a filament which was 
connected with a winding machine. 
Two years later, a patent was issued to 
E. J. Hughes for an elastic substance 
made from gelatin, starch, resin, tan- 
nins, fats, etc., which could be spun 
into silklike filaments. 

A further advance was made by Sir 
Joseph W. Swan, who, searching for 
a better carbon filament for electric 
light bulbs, patented in 1883, a proc- 
ess for making a filament by squeezing 
a nitrocellulose solution into a coagu- 
lating medium and denitrating the 
filament. The fact that nitrocellulose 
could be denitrated by the use of re- 
ducing agents such as ammonium sul- 
phide was known as early as 1863. 

In 1885, Swan exhibited a few ar- 


ticles made from these filaments, but 
he did not follow up the textile possi- 
bilities of his invention. 

The development of rayon as a tex- 
tile really began with the work of 
Count Hilaire de Chardonnet, who is 
often called the “father of the rayon 
industry.” Chardonnet began experi- 
ments to produce an artificial textile 
in 1878, and in 1884, produced his 
first fiber from a nitrocellulose solu- 
tion of pulp derived from mulberry 
leaves, coagulating the filaments in 
heated air. At the Paris Exposition in 
1889, he exhibited articles made from 
these artificial fibers, and secured the 
financial backing to build a factory at 
Besancon, France, where the first com- 
mercial production of rayon began in 
1891. Chardonnet’s process was mod- 
ified somewhat by Lehner, who used 
a solution of alcohol instead of warm 
air to coagulate the filaments. 

Chardonnet achieved his purpose by 
dissolving cellulose in nitric acid to 
get cellulose nitrate which he found 
could be dissolved in a solvent. The re- 
sulting “dope” was then forced through 
fine holes in air, where the solvent 
evaporated leaving solid filaments cap- 
able of being wound and twisted into 
threads. 

While this original “nitro” process 
has been abandoned, the basic idea of 
treating cellulose in some chemical 
manner to render it soluble in solvents 
so that it can be spun into filaments is 
the principle followed for many years 
and is still employed today. In the vis- 
cose process, the cotton or wood pulp, 
which also contains cellulose, is treated 
with caustic soda, reacted with carbon 
disulfide, and dissolved in dilute alkali. 
The solution is squirted through a jet 
into an acid bath, and the resulting 
coagulated yarn is further treated to 
remove sulfur, etc., and to regenerate 
the cellulose in a shiny transparent fila- 
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ATTENTION — 
Office Manager 


There’s a fast, effective way to destroy 
confidential papers and obsolete records 
in your own office so no one can 
reconstruct them. It’s the 
Shredmaster Bantam 10, 

the lowest priced shredder 

on the market. 

Safe, clean, quiet, trouble-free. 
Use the shreds as packing material. 


FREE trial, write for Circular 70 
75 Varick Street, New York 13, N. Y., Room 1410 


The Ss H R E D M ASTE R Corporation 


A DIVISION OF SELF WINDING CLOCK COMPANY, INC. 
Sales and Service in principal cities in U. S. and Canada. 


THE Business Equipment Exposition 
"A Service of Office Equipment Manufacturers Institute’ 


Sept. 23, 24, 25 — 1959 / 1-10 P.M. Daily 
WASHINGTON, D.C. 
(National Guard Armory) 


AN EVENT TO REMEMBER 


(Mark it on your calendar now!) 


A vast and exciting panorama of the latest developments 
in office equipment and services will be here for you to 
see, examine, and project into your plans for a bigger 
tomorrow! Every type of office product, system and 
service will be represented. Every facility for your 
comfort and convenience will be provided. This all- 
industry Exhibit is the only one of its kind in the 
country and the forerunner of more to come.* Mark it 
on your calendar now — and plan to attend. 


ADMISSION BY INVITATION ONLY 
*Chicago — March 15, 16, 17, 18 — 1960 
*Dallas — October 19, 20,21 — 1960 


OFFICE EQUIPMENT MANUFACTURERS EXHIBITS, INC. 
Rudolph Lang, Managing Director of Exhibits 
777 Fourteenth St., N.W., eerie 5, D.C. 


No, Boss — the boys Gre going strong —" 


I'm talking from a — 


*, BURGESS. MANNING ACOUSTI- BOOTH | 


Rat-a-Tat-Tat or Boom, 
Boom, Boom — The 
Burgess-Manning 
Acousti-Booth is a real 
isolation room. 
Write for 
Bulletin A-142-30 


b BURGESS-MANNING COMPANY 
Sound Engincoring Judustrial Silencer Division 


ios 749 East Park Avenue, Libertyville, Il. 


Dallas, Texas 
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Have You Heard About Automation 
for the Engineering Dept.? 


Filmsort 


Aperture Cards 


The engineering department has its own 
automation system. The engineers call it 
automated documentation. 

The input is microfilm of engineering 
drawings. The running time is almost no 
time at all. The output is prints from 
electrostatic masters, vellums or sulphite 
at the lowest costs yet. 

For automated documentation, the 
engineers use a special card—the Film- 
sort aperture card. You can find out more 
about this new form of automation by 
asking for our booklet, “The Filmsort 
Aperture Card for Your Engineering 
Drawings and Allied Records.” 


The Filmsort Company 
Pearl River, N.Y. 
A DIVISION OF MIEHLE-GOSS-DEXTER, INC. 


Smith’s ~ 


- Metal T alie 


‘solve filing problems at 


LOW COST! 


: Shell 
[deal for She 
or Cabinet Filing 


Adjustable OPNWINDO, metal tabs make 


it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 
able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 


If not available from your dealer, write to 


CHARLES ©. SMITH, ING, 


EXETER, NEBRASKA 
or more than 60 years, a complete line 


j ‘of time-saving signals and indexes — ; 
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ment form. Another method is the 
cuprammonium process wherein the 
cellulose is dissolved in an ammonia- 
cal solution of copper which is then 
also spun into an acid bath. 

In 1924, the term, rayon, was intro- 
duced to identify all man-made fibers 
based on cellulose. Around 1939 fibers 
began to appear which were man- 
made, but were not based on cellulose. 
These were made from low molecular 
weight chemicals in such a way that 
the long chain polymer molecules were 
produced by synthetic methods en- 
tirely. Nylon was the first one of these 
to become important and it was fol- 
lowed in turn by others such as Orlon, 
Dynel, Saran, Acrilan, Dacron, etc. 
Now all of these comparatively new 
fibers come under the classifications of 
man-made fibers including those de- 
rived from naturally-occurring proteins 
and from the inorganic material, glass. 


Industry continues to grow 


In recent years, the synthetic textile 
industry has had a phenomenal growth. 
The volume of textiles used has grown 
at a much faster rate than the increase 
in the population. This is attributed to 
the fact that the newer textiles con- 
tribute so much more to the welfare of 
the individual that he buys more of 
these materials. 


In fact, it might be said that a revo- 
lution has been in progress for the 
last thirty years as a result of the emer- 
gence of new man-made fibers. The 
first phase of this revolution began in 
the early nineteen-twenties with the 
commercialization of rayon and ace- 
tate. These synthetic fibers are pro- 
duced from the natural polymer cellu- 
lose which is available from cotton or 
wood pulp. Because these fibers are 
man-made but derived from a polymer 
already supplied by nature, they are 
referred to as the cellulose based man- 
made fibers for the purpose of classifi- 
cation. And although rayon and ace- 
tate are different in composition, they 
have both been called rayon until re- 
cently when the Federal Trade Com- 
mission recognized their separate iden- 
tities as*rayon and acetate. This rule be- 
came effective on December 11, 1951, 
and made it mandatory that the regen- 
erated cellulose fiber be designated as 
“rayon” while cellulose acetate fiber be 
designated as “acetate”. When dealing 
with man-made fiber statistics, it is im- 
portant to know that before this date, 
all of the cellulose fibers are grouped 
under the classification of rayon. 
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Textile technology had its second 
revolutionary phase in 1939, when ny- 
lon was placed on the market. This was 
the first important representative of 
another group of man-made fibers ob- 
tained alrogether from chemicals. Since 
1939, a number of additional “synthet- 
ics” have appeared commercially, some 
have been announced on a pilot plant 
scale, and many more are still under 
wraps in the laboratory. 

Fiberglass is a glass fiber and not de- 
rived from natural or synthetic poly- 
mer. However, it is man-made and 
ranks very high in production and 
sales volume. Strictly considered, this 
is not a true or 100 per cent synthetic, 
since its base material is zein, a corn 
protein produced by nature. It was the 
first successful protein fiber in the 
United States to be carried to commer- | 
cial production. 

Nylon is noted for its recovery from 
stretch, easy launderability and good 
wearing qualities. It began to chal- 
lenge silk in the field of ladies’ hosiery | 
and lingerie almost immediately. In | 
these applications and for parachutes, 
airplane tires, glider tow ropes, and in 
other applications demanding high 
abrasion resistance and high fatigue 
life, nylon proved so superior to silk 
and the older fibers that they have 
never regained their place for such 
purposes. Nylon was followed by the 
so-called “acrylic” type represented by 
Dynel, Orlon, and Acrilan. Dynel 
shows good resistance to acids, good ; 
strength, and flame resistance, and easy | 


AMERICA’S FINEST, SAFEST 


MAIL BAGS 
ARE MADE BY CAN ° PRO 


| 


CANVAS AND 
LEATHER OR ALL 
LEATHER 


MOLDED RUBBER 
BOTTOMS 


SAMPLES SENT 
“ON APPROVAL” 


ti otal 


Top quality Mail Bags in sizes and ot — 
prices to meet every office need! Used by 
nationally known organizations coast to 
coast. Write for literature, prices today! 


CAN: PRO Grporcein 


FOND DU LAC, WISCONSIN 


OFFICE MANAGEMENT | 
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dyeability. It can be heat-sealed as well 
as sewed. Orlon has good resistance to 
sunlight, weather, and high tempera- 
ture and is finding extensive applica- 
tions in window curtains, etc. Dacron 
is a polyester type made from tereph- 
thalic acid and ethylene glycol. It has 
high resilience and is suitable for men’s 
suitings and outerwear which can be 
worn in high humidity, and even in 
rain, without wrinkling. Saran is of a 
vinylidene chloride copolymer compo- 
sition. 

A great deal of confusion exists in 
the retail stores today because of the 
many different new fibers. It is difficult 
for the consumer to understand why 
there are so many. The answer is, of 
course, that there is no universal fiber, 
and no one product is versatile enough 
to meet the requirements for all end 
uses. In fact, one end use may some- 
times demand several prerequisites 
which no one material can offer but 
which several different substances in 
combination can. To solve such a prob- 
lem, and to produce versatile fabrics, 
the textile technologist must resort to 
blends. Scientific blending of supple- 
mentary fibers is providing a broader 
base for the whole textile industry by 
supplying the consumer with a better 


GOT HIGH-PRICED HELP 5 
e LOOKING FOR RECORDS ¢ 


LOW-COST “CONVOY” § 
e STORAGE FILESe 


i 


All your semi-active or inactive records 
are instantly available. What a time and 
money-saver today! 

Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 

All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 

Sizes: letter, legal, check, 
deposit slip, tab card .. . 
10 others. 

There’s a dealer 
near you — or write 


CONVOY, Inc. 


STATION B, BOX 216-0 
CANTON 6, OHIO 
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or more reasonably priced product. A 
good example of this is seen in the car- 
pet industry. Wool has long been en- 
trenched as the best material for floor 
coverage. A rug made of anything else 
was considered a second-rate, shoddy 
article. As the availability of carpet 
wools went down and the price went 
up, it became difficult for carpet man- 
ufacturers to offer the usual qualities 


at prices the consumer could afford to 


pay. 


Combinations have been developed 


The situation has now been allevi- 
ated by the use of acetate with wool 
plus rayon with wool blends. However, 
this has not been done by simply adul- 
terating the expensive wool with the 
less costly acetate or rayon staple nor- 
mally produced for dress goods. It was 
done by providing special rug type ace- 
tate yarn with the proper characteris- 
tics of denier, crimp, recoverability, 
cross-section, and by choosing the cor- 
rect weave construction in the carpet. 

Because of the great potential de- 
mand for man-made fibers, the prob- 
lem of providing raw materials has 
necessarily required as much thought 
and effort as the technical problems en- 
countered during fiber manufacture. In 
fact, the manufacture of intermediates 
is an integral part of synthetic fiber 
manufacture. 

In the case of the cellulosic based 
fibers, such as acetate, rayon, Fortisan, 
etc., there will be an adequate supply 
of cellulose. The yarn producing com- 


| panies have encouraged the wood pulp 
| companies to expand their facilities. 


In the case of acetate fibers, provi- 
sion has been made to insure the sup- 
ply of acetic acid, acetone, and other 
chemicals needed. 

One can see that the science of syn- 
thetic fibers covers a wide range of ter- 
ritory. The term “synthetic” itself often 
denotes something mysterious to the 
layman, and not infrequently to the 
technician accustomed to handling 
both natural and synthetic fibers. Be- 
cause of the specialized nature of such 
products, there is a limited amount of 
available technical information, and it 
is practically impossible to cover the 
many phases pertinent to the subjects 
of man-made fibers and synthetic ma- 
terials. 

One thing is certainly obvious, how- 
ever, and that is the fact that these 
products are a present and growing 
boon to man not only in the office but 
in every facet of life. 


Use Readers’ Inquiry Coupon on Page 94 


NEW ELECTRIC NUMBER- 
ING, CODING, DATING 
MACHINE FOR CARBON 
AND ORIGINAL FORMS 


POWERMARK 


for © Purchase © Check 
e Carbon Orders Numbering 
— © Client © Shop Ticket 
© invoices Numbers Coding 
© Insurance ¢ Identifica- 
Certificates tion Codes plus many more 


10 DAY FREE TRIAL 
© Rapid, efficient operation—stamps as fast as 
it can be fed—save up to 50% of coding 
time over hand models. 
© Adjusts automatically to mark | to 12 carbon 
copy interleaved sets. 
© Numbers consecutive, duplicate, or repeat . 
. . 6 to 10 wheel models. 
© Consistently even, legible impression, with 
perfect alignment on ALL copies—no ‘‘fade- 
off’ or ‘“‘blurring’’ common with hand-oper- 
ated devices. 
Write for Full Details 


PRYOR MARKING PRODUCTS 


434 SOUTH WABASH AVENUE Dept. 0.M. 


CHICAGO 5, ILLINOIS 


Use EAC Quality Cards 


ae 
for Efficient, Economical Processing 


Write ... wire . . . or phone for fast delivery 
of stock cards. Our inventory is maintained to 
assure shipment same day order is received. EAC 
guaranteed quality and service eliminates down 
time in your data processing operation. 


$ Electronic Accounting Card Corporation 
P.O. Box 1088 High Point, N.C 


Please send me price list and samples 


: Nome 


Address 


91 


a Bi 


nd | ‘ 
hy- . 
Vas . 
of 
ob- 4 
‘of ~ ; 
se A hs 10 DAY : 
‘ ee | TRIAL i 
ee ee ¢ 
ly. | Fae » 
ind Ma e , ae 
Be 6 4 
his | =. " 
rn 
the | ? 
the 
er- | 
om F 
" 
al- ; 
ery | 
In 
res, | 
gh I 
rue ee : 
ilk : ——__ a ” 
ive i a. 
ich 
| = ' 
by 4 
| F | 
od arr eres am NY ! : } 
asy ° "ame BEG Soa ae 
a ee | | : 
‘ ° tee " q > ae te ” | = ‘ ar 
Ps e ‘ : e H j z y A. J eo * ate os ad i | B 
a ‘ ae » . , i 
* a 4 | 
i ¥ ‘ ‘ , ‘oo ag re “4 4 
LL ae ; 
R | 
| o 
. : LECTRONIC | 
AA ccovnf 
SRN . 
t | poe ARD CORP. - | 
y & it Sa EE reel : 
> «C&fl i ‘ 
' | | = ; 
f H ; 
an se ) fmm | 
: ——) i | (.. —_— eee : 
: eS , 
FC = : 
: ae - = th 7 = bist! 1 |] F os ate eee . a sad a a ‘ x aS ed ‘ ee 
= = \ Bath = 7 En 8 eel oe oa gin ey im . . by alee - 
eee oe See ee & * e Hi “4M ibaa af grrr a Me, eee 


CANCER’S 
FRIEND 


Cancer needs time to develop 
The more time you give it, the 
less curable it becomes. Of the 
255,000 Americans struck down 
by cancer last year, 75,000 died 
needlessly—enough to populate an 
entire city the size of Racine, 
Wisconsin or Santa Monica, Cali- 
fornia. These patients could have 
been saved if they had sought 
diagnosis and treatment in time. 


Cancer research can be delayed 
too... by insufficient funds. The 
sooner you give ... the more gen- 
erously you give ... the greater 
will be the attack against the na- 
tion’s number two killer among 
diseases. 

Be cancer’s enemy... act now. 


GUARD YOUR FAMILY— 
FIGHT CANCER WITH A 
CHECKUP AND A CHECK 


Send your check to “Cancer,” 
c/o your local postoffice. 


® AMERICAN CANCER SOCIETY 
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New 


for the office 


A-l 
The PJ-25, an electromagnetically vi- 
brated paper jogger, is designed to 
speed the processing of larger quanti- 
ties of office paper and mail room 
equipment. It is the largest of eight 
sizes of joggers manufactured by the 
Syntron Co., Homer City, Pa. 


A Jogger 


Loe _ 


A-2 
The Auto Opener is a newly designed 
automatic envelope opener. Price 
$99.95. Martin Yale, Inc., 2100 West 
Fulton St., Chicago, Ill. 


A Envelope Opener 


A Phone Device A-3 


Dyna-Phone is a transistorized tele- 
phone-amplification device weighing 
less than four pounds. This portable in- 
strument requires no installation and 
permits telephone conversations with- 
out the need of holding the phone. 
Rerail $69.50. American Dynamics 
Corporation 1445 City Line Ave., 
Philadelphia, Pa. 


i 


CLASSIFIED 
ADVERTISING 


Rates: Minimum 20 words $5.00. Each addi. 
tional word 25¢. Payable in advance. Address 
replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 5th Ave., New York 10, N.Y, 


For Sale or to Buy 


3-25,000 CAPACITY, ELLIOTT STEN. 
CIL File Cabinets. Guaranteed good as 
new. Complete, $150.00 each, prepaid. 
This saves you $250.00 cash. D. Parham, 
2546 Wilton, Dallas, Texas. 


BEST OFFER OVER $500.00 will get a 


complete Lamson Tube System to service 
three floors. O.M. 323. 


PITNEY-BOWES POSTAGE METER 
“AV” model. Two years old. Perfect, 
like-new condition. Used very little. Only 
$1600.00 F.O.B. Milwaukee. Ideals Pub- 
lishing Co., 3510 W. St. Paul Avenue, 
Milwaukee 1, Wisconsin. 


FOR SALE: BEST OFFER F.O.B. Chi- 
cago. 12 sets (2 Cabinets, 77 trays each 
for 16” stands); 1 Automatic Graphotype 
#6740 Serial 563490; 2FG 80 Flexowrit- 
ers (serial 1275 and 2865) O.M. 314. 


SALE: FACTORY DEMONSTRATOR 
ELECTRIC 2 in 1 Folding and Letter 
Opening Machine. Fully guaranteed. Reg- 
ular price $432.50, yours for $198.50. 
Lansdale Products, Box 568, Landsdale. 
Pa. 


FOR SALE: “NATIONAL” POSTING 
Machine. 6 Totals. Good condition. Price 
$250.00. Louisiana Welding Supply Com- 
pany, 1931 Plank Road, Baton Rouge. 
Louisiana. Phone DI-39212. 


Positions Available 


LARGE PHILADELPHIA INDUS- 
TRIAL COMPANY is seeking man to 
head section exercising staff control over 
all forms and printing. Must be college 
graduate preferably in business or meth- 
ods engineering. Minimum of 10 years’ 


experience in Systems and Procedures | 


work affording thorough technical knowl- 
edge of forms design, standardization. 
and printing processes and materials. 
Starting salary $10,000. Send resume, in 
complete confidence to H. M. Overley. 
P. O. Box 7258, Philadelphia 1, Pennsyl- 
vania. 


Positions W anted 


OFFICE MANAGER, GRADUATE 
ACCOUNTANT. Mechanical and con- 
struction background. Experienced in ac- 
counting systems, finance, insurance, pub- 
lic speaking. Age 39. O.M. 320. 


OFFICE MANAGEMENT 
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CATALOGS 
BOOKLETS, BROCHURES ae 
FOR THE OFFICE |=) | AE Mh. 


Office Furniture (1) 


Columbia-Hallowell Division of 
Standard Pressed Steel Co., Jenkin- 
town, Pa. A four-color, 16-page cata- 
log on Columbia's Nine-to-Five office 
furniture line. Full color illustrations 
show the various types of work sta- 
tions that can be formed with the 
line. 


yrs | Fi y 


Nine to Five by COLUMBIA 


Executive Search Consultants (2) 


Thorndike Deland Associates, 1440 Broadway, New 
York 18, N.Y. The Problem of Finding Key Executives, an 
eight-page brochure outlining the pitfalls ordinarily en- 
countered when a firm “goes outside” to find an executive. 
The booklet describes the role of executive search con- 
sultants — detailing how each search is conducted and 
how fees are determined. 


Stenciling Instructions (3) 


aaa Marsh Stencil Machine Co., Belle- 
ville, Ill. Marking and Sealing Ship- 
= _ ments Made Simple, a 24-page book- 
sa ) let, is a handy guide for shippers. 
Subjects covered include: How to 
stencil-mark goods for safe delivery; 
how to save 25 per cent on sealing 
cartons with gummed tape; proper 
type of ink to use for marking. 


An IRBM Aid (4) 


The Wassell Organization, Inc., 225 State St., West, 
Westport, Conn. A 28-page color booklet telling the story 
of how the Wassell Produc-Trol speeds design and produc- 
tion of Jupiter and Redstone IRBM’s and other Army 
space products at Redstone Arsenal, Ala. To Speed Up 
Operations details in photographs and color-coded dia- 
grams such uses of Produc-Trol as control of final missile 
assembly, electrical engineering work orders, guidance 
mechanism orders, workload manhovur controls, tooling 
projects, capital equipment procurement, plant mainten- 
ance and personnel control. 


Tips on Technical Book Writing (5) 


F. W. Dodge Corporation, 119 West 40 St., New York 
18, N.Y. Writing and Publishing Your Technical Book is 
a 50-page manual designed to help authors of technical 
material organize and develop their ideas to the point 
where they can get the support and backing of a publisher. 
It answers questions about author-publisher relationship 
and presents a checklist for preparing material for publi- 
cation. 
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Pan-American Jet Clipper 


60 JEL: 


Quickly and smoothly, in your travel, 
by modern jet airliner: in your erasing 
with Jet Erasers. Bring Jet Age speed and 
progress right into your office with these 
modern Weldon Roberts Erasers, wonder- 
fully new and time-saving, unbelievably 
clean in use. Handy, businesslike, luxury- 
textured rubber cores in inviting, clear- 
plastic holders with pocket clip for execu- 
tives; with whisk brush for typists. Holder 
tip unscrews so eraser stick can be moved 
outward. Refiills, of course. 

NO. 855 TWIN JET. BRAND NEW! Double-ended, for 
dual use. Contains both gray and red rubber cores; gray 


for erasing typewriting and ink; red for pencil erasing 
and cleaning. Made with pocket clip. 


NO. 827 JET. Gray rubber core for erasing ink and 
typewriting. (No. 8270, with whisk) 


NO. 838 BALL POINT JET. Green rubber core for eras- 
ing ball point ink and India Ink. (No. 8380, with whisk) 


NO. 825 JET. Red rubber core for pencil erasing and 
cleaning. (No. 8250, with whisk) 


Refills for each texture 


ASK YOUR 
STATFONER 


for Jet Erasers (by style 
number above) or get 


the JET TRIO SET 


attractive, clear-plastic box. 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 


World's Foremost 
Eraser Specialists 


Enanenus 


Correct Mistakes in Any Language 
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827, 825, 838, with a refill for each, in 
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Force COLUMBIA 


eases tired eyes 
...cuts errors! 


This automatic numbering 
machine prints big ¥” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 

. . consecutive, duplicate, 
repeat action. 


WM. nie 2 CO., Incorporated 
216 Nichols Ave. 
Brooklyn 8, be 


Sales Offices NEW YORK e CHICAGO e« SAN FRANCISCO e MONTREAL 


——— 


Office Valet Wardrobe Racks keep employ- 
ees’ wraps spaced apart, aired, dry and “in 
press.” They end locker room evils—end 
» crushing of damp cloth'ng in dark lockers 
and the accumulation of locker debris. They 
encourage health, discourage theft, build 

morale and save floor space. Valet units snap- 
ey 3U. lock together to fit any available space or to 
capacity, 12. give any desired capacity. Accommodate 3 
employees per running foot with a coat 
hanger, hat space, umbrella stand and over- 


> for —_ shoe shelf. Strongly built of welded furniture 
porte steel. Beautifully finished in baked enamel. 


1121 W. 37th St. * Chicago 9, Ill. 


ety AC ALE 


ft 


No. 8-6. 
Non-tipping 
costumer, 
capacity 6. 


VOGEL-PETERSON CO. 


INQUIRY SERVICE FOR SUBSCRIBERS 


Just circle the numbers in the coupon, fill in your name and address, tear out and mail to 
Office Management. Your inquiries will be forwarded promptly to the companies concerned. 
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212 Fifth Ave., N. Y. 10, N. Y. 
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September 1959 issue 
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More that’s new 
More that’s profitable 


More reason than ever 
to attend 


1959 NATIONAL 
BUSINESS 


The largest and most 
important show of 
its kind, this year’s 
National Business Show 
will be of more value 
and will offer more of 
interest to business 
executives than ever 
before. 


Held as usual in the 
New York Coliseum, 
the world’s greatest showcase, it 
will present the products and 
services of hundreds of the most 
progressive companies serving the 
business community. Owners and 
executives ... 150,000 of them... 
will attend. Why? Because, under 
one roof, at one time, they can find 
the answers to many vexing busi- 
ness problems. They will learn of 
the latest in business communica- 
tion techniques, see new repro- 
duction equipment and methods, 
find new ways to improve their 
business management operations. 


Plan now to attend the 1959 
National Business Show. 


COLISEUM 


Columbus Circle, New York, N.Y. 
October 19 through 23 
} 1-10 p.m. daily 


— 


For information, telephone OXford 7-7142 or write 
National Business Show, 530 Fifth Ave., New York 
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editorial 


Trends and Forecast—1960 


AS CAN be seen from the illustration above, our big January issue, 
previously known as our Yearbook issue, gains a new title with the new 
year. We feel “Trends and Forecast” describes more accurately the goal and 
the content of our January issue. Our first issue in the New Year tradi- 
tionally reviews the significant events of the year just concluded, and 
attempts to interpret the major trends appearing in that year which will 
affect decisively the year just beginning. 

You have indicated to us by your enthusiastic letters about our January 
issue that you feel it is extremely valuable to you. We were particularly 
pleased this year to find that so many of you found the January, 1959, issue 
the best cf the entire “Yearbook” series. But just as we feel “Trends and 
Forecast” is a more definitive and expressive title for the January issue 
than was “Yearbook,” so do we plan to make next year’s January magazine 
even more useful to you in every way than the 1959 version which you 
praised so highly. 

Again, as in the past, the “Trends and+Forecast” issue will have two 
major emphases: interpretation of current significant trends in the fields 
of major interest to office administration, with predictions of what new 
developments may be expected in those fields; and an extensive reference 
section covering all major fields of office equipment and furnishings, 
literature of interest to the office, and the dates and places of important 
conferences and meetings on office problems to be held during 1960. 
We look forward to your comments on our first “Trends and Forecast” 
issue. Your comments—and your sharp criticism of whatever you don’t 
like—are our surest guide to continuing improvement of the magazine. 
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Like all large automobile agencies, Ayers Motor Co. 
has a great variety of stock in its parts department. To 
keep up-to-the-minute control of inventory and to pre- 
vent errors in handling over 300 transactions a day, 
Ayers uses a system built on coordinated registers and 
continuous forms. 


The system is fast, efficient and complete. The 
form is a universal sales record—any kind of sale. cash 
or charge, is recorded on it. There are no separate 
forms to collate since the three-part set is already in 
the register, positioned for immediate use. After the 
form is filled out, a turn of the handle ejects two parts. 
The third copy is automatically refolded into a locked 
compartment for audit purposes. A fresh form set is 
simultaneously pulled into place for the next sale. The 
original copy goes to the customer: the second part is 
used to post to cash received or accounts receivable. 
The audit copies are balanced at the end of the day 
(consecutive numbers make it easy to spot missing 
tickets}. Then they go to the stock records clerk for 
inventory control and are permanently held. 


“We'd never go back to our old system.” says 
President J. A. Ayers. “not with the speed and accu- 
racy we get from these registers. They're here to stay.” 


Build control with 


MOOR 
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BUSI 


FOR YOUR COMPANY...BIG COMPANY 


EFFICIENCY AND CONTROL 


“A Moore 
Register Form 
saves us time 


and errors 


... worth hundreds of 


dollars a year” 


The Register is a Moore product, used with Moore 
Register Forms—the company’s control in print. 


Moore has designed forms and systems for every 
operation in every kind of business, large and small. To 
see how you can gain better control through controlled 
paperwork, talk to the Moore man. Look him up in 
the Yellow Pages or write to the nearest Moore office. 


Moore Business 
Forms, Ine.. 
Niagara Falls. 
N. Y.: Denton, 

Texas: Emeryville, 
California. 
Over 300 offices 
and factories 
throughout the 
U.S.. Canada, 
Mexico, Cuba, 
Caribbean and 
Central America. 
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want the Businesslike Eleetrie” 
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“Il want the Ladylike Electric” 
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Busy executive or busy-bee secretary . . . no pressure or punishment is too tough for the 
iron-hearted Royal Electric. Yet it’s a sweetheart, too. Smooth. fast. wonderfully comfortable. 
Completely ladylike. Precision printing and pinpoint accuracy dress up your letters. Exclusive con- 
veniences like Magic® Margin and Twin-Pak *—the instant-changing ribbon—save time and fuss. 


Over 100 type styles, a one-year guarantee... call your Royal Representative for a demonstration. 


You Want The ROYAL Electric! 


Product of Royal McBee Corporation, Worid’s Largest Manufacturer of Typewriters 


ROYAL ELECTRIC: MAKES EVERY BUSINESSMAN A BETTER BUSINESSMAN, EVERY SECRETARY AN EXECUTIVE SECRETARY 7¥ 
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